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TexLinx system updates in this edition of the TexLinx Instruction Guide:

1. TexLinx branding has replaced the Infolinx logo.

2. Drive Date is now required on all applicable tabs.

3. The fields on the Boxes tab and the Microforms tab have been rearranged to reflect conformity.
4. Data Sheet is now available on the Files tab.

5. Box Types field has been updated in the Disaster Recovery tab.

6. Return Type field in Disaster Recovery has been modified to a single selection: Will Call.

7. Specific Return Date field has been removed from Disaster Recovery. All returns are now
scheduled thru Will Call.

8. Film Type and Film Size have some added options in the Microforms tab, but these options are
selected only by the Imaging Staff at the State Records Center in conjunction with information
provided for an Imaging Production work order.

9. Beginning File | Ending File Range field label on the Boxes tab and on the Microforms tab
now includes the Pipe symbol (instead of a forward slash or a hyphen) to help reduce confusion.

10. NEW ACCESSION is required to be entered into the Comments field on the Request Items to
be Picked Up screen when sending items to the State Records Center for the first time.

11. Fiche Circulation tab has been added for users to make delivery and pickup requests in
TexLinx for individual microfiche jackets. The procedures are explained in the sections Request
Pickup: Returning Microfiche Partial Bundles to the SRC and Request Delivery: From the
State Records Center: Microfiche Jackets.

12. Explanation for what happens when something is assigned as Waitlist when completing a
Request Delivery.

13. New Appendix sections in this guide:
Cancel a Request (Pickup or Delivery)
Dashboard
Change Your Password
Timer
Export
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Introduction to TexLinx
What is TexLinx?

TexLinx is a secure, cloud-based records management software package designed in a collaborative
effort between the Texas State Library’s State & Local Records Management division and
Baltimore, Maryland-based Infolinx. Depending upon the permissions assigned by each agency’s
Records Management Officer or Records Management Liaison, agency users can:

e View the agency’s storage inventory at the State Records Center.

o Request pickups and deliveries between the agency and the State Records Center.

e Create imaging jobs with the State Records Center’s Imaging Department.

e View the agency’s Records Retention Schedule (only the RMO and/or RML can edit it).

e Register for training classes.

e Generate disposition requests (only the RMO and/or RML can do this).

Why TexLinx?

The springboard for TexLinx was an audit conclusion several years ago that reported the clients of
the State Records Center would be better served by providing an online system where agency users
could view their agency’s State Records Center inventory of records. Over the years, that
recommendation grew to include more than just an inventory of records to include all aspects of the
State & Local Records Management division. The system is streamlined to incorporate all facets of
the State & Local Records Management division.

Don’t get placed in Time Out, be sure to Logout!

When you log in to TexLinx, you create a spot for yourself in the system. The system has a limited
number of spots available so, as long as you are active in the system, you keep your spot. But if you
are inactive for more than 10 or 15 minutes without logging out, the system will time out your
session...but it has not freed your spot for another user. And it will be that way for 24 hours. The
only way to avoid time out is to logout each time you are finished working in TexLinx. It is a
courtesy to other users who need to be in the system.

What is this manual?

This is a comprehensive guide designed so that sections stand on their own. Please do not be
intimidated by the number of pages. Each section gives you step-by-step instructions, often with
illustrations, for a particular process. So, please refer to the Table of Contents to find the task you
want to accomplish and go to that section in the guide and follow the instructions. Anytime you hit
a speed bump or appear to be stuck, the contact information on the following page is a great
resource to get your questions answered.

And...TEX SAYS?
5

Hi, there! My name’s Tex and I’m hanging out in the cloud
with TexLinx. People often say, “Tex says a lot.” I suppose
that is true. I do have a lot to say; but like wise old timers,
when I say something, it is usually important. So, listen
up, partner! When you see that 1s just little ol’ me
adding a bit more detail to the instruction.
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Introduction

Help! Who do I call for assistance?

This TexLinx Instruction Guide is designed to assist you with most of the processes you will use.
However, if there comes a time when you need assistance, we are here to help. These are the
people, the phone numbers, and the email addresses for the employees in the State & Local Records
Management division (at the State Records Center on Shoal Creek Boulevard and downtown at the
Lorenzo De Zavala Building) who can answer your TexLinx questions:

State Records Center (storage, deliveries, pickups, destruction, imaging)

RECORDS CENTER TEXLINX QUESTIONS:
Michael Shea, SRC Manager, 512-475-5151, michael.shea@tsl.texas.gov
Dee Riley, SRC Assistant Manager, 512-475-5152, dee.riley@tsl.texas.gov
Bobby French, Customer & System Specialist, 512-475-5167, bobby.french@tsl.texas.gov
Zachary Bruton, Records Circulation Team Lead, 512-475-5155, zachary.bruton@tsl.texas.gov

DESTRUCTION:
Michael Shea, SRC Manager, 512-475-5151, michael.shea@tsl.texas.gov

IMAGING (microfilm, microfiche, digital imaging):
Pete Cortez, Lead Worker, 512-475-5162, pete.cortez@tsl.texas.gov

Records Management Assistance (Retention schedules, training classes)
Sarah Jacobson, RMA Manager, 512-463-5449, sarah.jacobson@tsl.texas.gov
Erica Wilson, Government Information Analyst, 512-463-6627, erica.wilson@tsl.texas.gov

Password Assistance
Scott McDonald, Data Center Specialist, 512-475-5166, scott.mcdonald@tsl.texas.gov

Director, State & Local Records Management division
Craig Kelso, 512-463-7610, craig.kelso@tsl.texas.gov

About the TexLinx Instruction Guide:

Care and attention have been used to ensure the TexLinx Instruction Guide is accurate and
complete. If you find a printing error, please send an email to texlinx@tsl.texas.gov

If there is something you would like to see added in a future edition of the
TexLinx Instruction Guide, please let us know at texlinx@tsl.texas.gov
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[] oooo774349 T';?; B;E’Ja:ttatg AOENSY R a153 i?fl”/géw 68a|95 12/31/2015 2 Client Questionnaire 8 A ©
o8 - Y -y
[] 0000774350 T‘;‘éa; _Bgassttate AGENCY pp.3g 60 ig}ﬁgg;as 2c001|zy026 08/31/2056 7 Emslgyee Savings Bonds FE 50 iAL ©
[ oooo7743s1 T‘;;a; P;Egafttate Agency pe 10 ig}ﬁggg'm days|months H G d ee Earnings AC 10 1 D\J\?\r:nn €
Texas Big State Agency 1/1/2015- Issue 2015-01.23 | I Orllepa € Il \uyee Earnings I
[ Qo774 BC AC 10 !
K 7)  tusiois 2015-01.29 cord e
[ oo00774] Box Select checkbox Da/oaE00%  waterlair 08/31/2063 24 Expedited Investigation FE 50 L +
/i -
[ oooo774354 —mgaﬂa o ST RC b&7 E‘;ﬁéﬁg?g paper]|aluminum 12/31/2034 35  Legislative Files AV 20 P ©
[ oooo7743s5 T;?; Fﬁaf‘fte Agency pe 89a21 32}33553?3' snowlice 06/30/2020 1 ’;;‘:"1‘;:;‘:2%”;;5 AC 5 & I + ]
] 0000774356 Teg‘éa; _B'Sgof::te AGENCY pn 45 a5 ?é}g}gg?i' today]|yesterday 08/31/2065 31 E!Sl';? History Check 50 L O
: i . s -
[J oooo774357 T‘;;a; _B;‘gnflt:te AGENCY pr g53 Eé}é’}ﬁg‘ji yesterday|tomorrow 08/31/2065 31 g;‘;‘)':":‘ History Check . 50 P + ]
! ! - —
[J oooo7743s8 T;’éa; ?;?Efff; AN pe 2 T;:,g}gg?i sand|dirt 08/31/2065 24  Expedited Investigation FE 50 .
] 0000774359 T;?; Fﬁ::tate Agency pe 23 T;:,g}gg?i' pavement]|gravel 08/31/2085 24  Expedited Investigation FE 50 U + ]
] oo00774360 T‘;“as Bﬁeittate Agency pe 24 ?é{g:gg?i' 001|098 12/31/2029 29 E'r'szei‘sﬂ’m‘”g Agency 15 PO + ]
988 - Y -y
! i .
[ oooo77a361 Te;;aﬂs B'Sgof::te Agency pe 25 Eé’,g}gg?i hat|trick 06/30/2020 1 ’;:::;22‘2?;:;5 AC 5 & I + ]
988 - Y Y
] ooo0774362 T;’éa; Béga:ttate AZERSY pe 28 ile’fl?géés check1001|check 2488 08/31/2014 5 E:‘fg‘fdy:a Earnings AC 10 b O
ogs - Y ki,
[] oooo774363 Teg‘éa;ﬂga:ttm AGENTY pp.36 1455 ifz}‘fl”/géas collect|dispose 08/31/2014 5 Sg‘gr“d":EE“"'”gs AC 10 A ©
Texas Big State Agency . 01/01/2003- . ; Authorization to I
I oooo77ases [oias BY Set RP-48 9 BT newspaper|magaizine 06/30/2020 L s ac 5 5 P + ] v
[ I, Tewas Rin State Anencv  _ _ 1/1/2003- . [ - Tnternal Fizral . -~

~
v

This is a sample of how the Boxes screen appears for Johnny Agency who is a Records Center User
(RCU) in TexLinx for the Texas Big State Agency. The formatting of the screen is similar in the
other Item Type Tabs for Files, Disaster Recovery, Microforms, Fiche Circulation, Imaging
Production, and Record Series.

1. Navigation Menu: These links are always available throughout the application. They can be
used to quickly jump to a particular section of TexLinx.

2. Item Type Tabs: These are the types of items available to you in TexLinx. A white tab is the
current active tab. Orange tabs are the current inactive tabs.

3. Quick Search: Input search fields for TexLinx. Quick Search fields vary depending upon the
Item Type Tab.

4. Action Menus: Actions that can be performed on items matching search criteria.
5. Homepage Grid: Records matching a given search.
Checkboxes

6. Select All Items on this page of the grid, click the checkbox on the left of the orange ribbon.
7. Box Select, click the checkbox to the left of each item to select individual boxes.
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TexLinx Homepage

Navigation Menu

@ 3 @ 6 © O ® @ @ @
[ ﬁHnme e’pra’ eeeeeee E]Repms B Requests #Admin Dashhoard @Help = Print 15:25 »Lngout ]

1. Home: Always returns you to the last Item Type Tab’s homepage grid.
2. Preferences: Used to set preferences for each individual.
3. Reports: Go here to generate specific reports that your Role permissions allow you to view.

4. Requests: See pickup and delivery requests you have submitted but have not been processed
thru the State Records Center (SRC).

5. Admin: This area is regulated by the Role permissions assigned to you in TexLinx.

6. Dashboard: See items in your possession, pending requests you’ve made, and your preferences
7. Help: This is a quick tour of each page.

8. Print: Prints what is seen on the page, not all of what is contained on the pages of a grid.

9. TexLinx Resources: Reference materials designed to assist you with TexLinx.

10. Timer: The amount of time left before this session ends. To reset the timer, click a Save option,
click a radio button, or move to another TexLinx tab. The timer starts at 20 minutes. End-of-session
pop-up warnings are posted when time remaining is 3 minutes, 2 minutes, and 1 minute.

11. Logout: Always click Logout when you are finished working in TexLinx. If you do not
Logout, you might get an error message the next time you log into TexLinx.

Item Type Tabs
[E Boxesm|- Filesﬁ Disaster Recn\reryﬁ Microfunnsﬁ Fiche Circulaﬁnnm Imaging Pmducﬁanw 7 Records Series]l

Depending upon the Role permissions assigned, you might see more or less than the number of tabs
that appear here. The active tab appears as white, the inactive tabs appear as orange.

Boxes: Create and edit boxes, request pickup, and request delivery.
Files: Create and edit files and place them in boxes, request pickup, and request delivery.
Disaster Recovery: Create and edit Disaster Recovery items, request pickup, and request delivery.

Microforms: Microforms is the combined tab for Microfilm and Microfiche. Create and edit
microforms, request pickup, and request delivery.

Fiche Circulation: Request delivery and/or request pickup for individual Microfiche Jackets.
Imaging Production: Create a work order for the Imaging Department at the State Records Center.
Records Series: Until your agency’s full Retention Schedule is uploaded, only those Records

Series Titles with storage at the State Records Center when TexLinx launched and those added
thereafter appear under this tab.
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TexLinx Homepage

Quick Search

Box Barcode Agency Name Division Name Box Size

Agency Box # Eligible Destruction Date Destruction Batch #

| | | | | |
|.Clear | (Rollover for Current Search)

The fields for Quick Search vary from tab to tab. Enter search information using data and symbols
to find the items you need. Please see Search in the Appendix for information on how to use
keyboard shortcuts.

Search: Click this after you complete one or more of the Quick Search fields.
Clear: Clicking this clears all Quick Search fields as well as the results in the homepage grid.

(Rollover for Current Search): Hover your mouse over this to tell you the search criteria you
entered into the Quick Search fields.

Shortcuts you can use in the Quick Search fields:

Shortcut Definition Data Entered Result
= Exact =500 Items with 500
Greater Than >500 Items greater than 500
Less Than <500 Items less than 500
_ Greater Than or Equal _ Items equal to and
- To >=300 greater than 500
_ _ Items equal to and less
<= Less Than Or Equal To <=500 than 500
Greater Than And Less Items greater than 500
= Than >300<700 and less than 700
IsNotNull Field With Data IsNotNull ftoms with data in that
IsNull Field With No Data IsNull ltems with no data in
that field

19



TexLinx Homepage

Action Menus

==

(0 items) &%

To activate any of these menus, select an item or items from the homepage grid, click on the menu
title, and a dropdown menu appears. This is tab specific so all work using any of these menus is for

one tab only.

ACTIVITY

Request Delivery: Request delivery from the State Records Center.
Request Pickup: Request pickup from your agency.

Export: Export items from TexLinx to your computer.

SEARCH AND VIEW

Search: The screen is a page of searchable fields.

Key Word Search: Use a combination of a specific field and a key word found in that field.
Query: Use equations to generate a search.

View: View a specific item.

History: View the history of an item.

DATA MANIPULATION

Create: Create a new item.

Bulk Create: Create multiple items with identical but editable information.

Data Sheet: Appears only on Boxes, Files, and Microforms tabs. Create multiple items in a
spreadsheet format for a single Organization and a single Record Series Title.

Update: Revise current items in TexLinx.

Bulk Update: Revise a collection of items in TexLinx with the same revised information.
Search & Replace: Search for a specific term and replace that term with another specific term.

DATA REMOVAL
Delete: Delete an item from view and remove it from the active TexLinx inventory.

CART
Add To Cart: Move selected items to the cart for your future use in the current tab
View Cart. View the items you have moved to your cart for the current tab

M d . . . . .
UASINE] Clicking (0 items) &a js another way to view items in your cart. It is also an accumulated

total for the items you have added to your cart for the current tab. The Cart is tab specific; items
you place in the cart for one tab do not appear in The Cart for another tab.
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TexLinx Homepage

Homepage Grid

Page1[21[3 @ [5]|lumptoPage:[ |BO1] €@ Thesearch found 81 Boxes

@

L

U ouoorrazes ot PSR worth  RC 1 Toinsers o a1 17 e o 2 saony’ €
] oooo774348 lgz:scfi_gfét:te Central RC 24 t’;}’ﬁggg;s 0001|0065 12/31/2017 17 Eﬁﬁ?iisgi’stiztrributiun 2 A;‘;hr'g;" [ 4
] oooo774348 I:’;:if‘rg;étgte West RC 45 ?;:g:gg?i 01168 06/30/2020 1 ‘;:::3"3':;‘%";35 AC 5 5 A;‘g:;“ [+
] oooo77434s I:’;:Scfi_ggsstgte East RC  als3 i‘;;gzlg 68a]99 08/31/2017 6 E:‘c';'r%":e Earnings AC 10 & O

] oopo7r43s0 l:);:scfi_gfétste East RP-35 60 t’;’f;’ﬁ?ggas ac001]zy026 08/31/2016 6 E:L’f)'fd“see Earnings AC 10 L )

[ oooo7743s1 I:’;:if‘rg;étgte East RC 10 g}’ﬁ?gg’m days|months 12/31/2020 5 E:‘[’f)'gj‘fe Earnings AC 0 j_ Dfa!fnr

[ oooo774352 I:’;:Scfi_ggsstgte East RC 77 i?fﬁ%g;s Lssue 2015-01.23 | 155U 15/31/2025 5 CmeloyesEamings ¢ 10 & O

] oooo774353 l:);:scfi_gfétste RC 1009 g‘;::gégg‘l’g' water|air 08/31/2063 24 Expedited Investigation FE 50 L )

] oooo774354 lggscfi_gfétste RC  b&7 gg::gégg?g' paper|aluminum 12/31/2034 35  Legislative Files AV 20 & O

] oooo7r43ss Izzanstf',g;ét;te North RC  8%a21 gg::gégg?g' snowlice 06/30/2020 1 ';:m;:;ig%";gs AC 5 & N+ )

Homepage Grid varies from tab to tab. There are three parts to the grid:
1. Pages and Printing
2. The Ribbon
3. Search result items

PAGES AND PRINTING

Page 1[2][3][4]1[%] ]| Jump to Page: I:I ﬂ The search found 84 Boxes

Page 1 [2] [3] [4] [S]: How many pages your search generated. The current page always appears
outside of brackets in black text. This example shows 84 Boxes were found and the search results
spread out over 5 pages. If you want to see more results on the homepage grid:

1. click Preferences in the Navigation Menu.

2. click Home Page.

3. edit the number that appears in the field for Number of records per page displayed in grid.
Jump to Page: Moves you to a specific search results page.

Print: Click the printer icon to &g print a full list of all of the search results from all pages.

THE RIBBON

L]

Select All Items checkbox: The orange ribbon details the columns on the grid. While the
information in this ribbon varies from tab to tab, one thing that remains constant is the checkbox on
the far left on the ribbon. Clicking this checkbox selects every item on this page of the grid.
Clicking the Select All checkbox does not select every item on every page the search
generated. If you want to select every item a search generated and you have multiple pages, review
the above information in Pages and Printing about adjusting Preferences to see more results.

Sorting: To sort the columns of the grid, click a column header that appears in the orange ribbon.

Texas Big State ,, 01/01/2003- ; Authorization to 1 Johnny
[ 0000774348 ;=43¢ B0 28t est RC 45 a0 o168 06/30/2020 e s AC 5 6 P +
] cooo774349 I:‘é:if‘_‘igsét;te East RC  a153 12%213%67 58a|98 068/31/2017 6 E:‘[‘;‘fd":e Earnings AC 10 R +]

Checkboxes: Click the checkbox on the left side of the screen to select that item for pickup,
delivery, editing, or other action using the dropdowns in the Action Menus.

Current Location: This tells where the item currently is. If you see 4L, it means the item is in the

State Records Center and the exact location is not disclosed for security reasons.
21



TexLinx Homepage

NOTES
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Boxes:

Use ‘Create’ to Bui

Create is used to create one or many boxes, one container at a time.

Id Boxes

TE ﬁHome g’prerenenoes E Reports ) Requests ’Aﬂmm Dashhuard @He\p

‘Organization Quick

e Box Size Agency Box #

= print

Eligible Destruction Date

) | [ | [

ated By Description  Last M 2)1 Date

Destruction Batch #

Legacy Tracking #

Rollover for Current Search

1. Click the Boxes item type tab.

2. Click Data Manipulation in the Action Menus.

3. Select Create from the dropdown menu.

) =
{0 items) &&

Destruction
Years Months Batch #

CREATE A NEW BOX screen
ﬁHumE g’pmrergnms EREpuﬂE B Regquests dﬁadmm Dashlmard @Help = print 19:30

Create a new Box

Fields marked with an * are required.

*Q0rganization:

Agency Name Division Name

Business Unit Name

Business Sub-Unit Name Organization Nickname

Search Here: | ] ] [

|Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: | |L.G0L]

Texas Big State Agency -
Texas Big State Agency - Central
Texas Big State Agency - East
Texas Big State Agency - West
Texas Big State Agency - Morth

Texas Big State Agency - Seuth

Business Sub-Unit Name

Organization Nickname
Texas Big State Agency

*Record Series:

Organization Quick AIN RSIN
Description

Record Series Title

Event Based

Event Trigger

Archival

Vital

Search Months Days
Here: ‘ ‘

Legal Citations Approval Status

|Current Search:There is no current Record Series query. To search Record Series, enter your criteria and dlick the Search button.

*Box Size:

R

*Inclusive Date Range:|

*DriveDate:  |%

override:[]

*Agency Box #:[

*Beginning File | Ending File
Range:

Notes: |




Boxes: Use ‘Create’ to Build Boxes

All fields with an asterisk (*) are required fields. The page does not process without
completing these required fields.

*Organization

=Qrganization: |

Agency Name Division Name Business Unit Name
Search Here: | | |

Sub Busi
|

Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: l:l&

Agency Name

Unit Name Organization Nickname

|
(Clear |

Division Name Business Unit Name Sub Business Unit Name Organization Nickname

Texas Big State Agency - 988 Texas Big State Agency
Texas Big State Agency - 983 Central

Texas Big State Agency - 988 East

Texas Big State Agency - 9838 West

Texas Big State Agency - 988 Morth

Texas Big State Agency - 988 South

Select the Organization within the agency associated with this box by clicking the button on the
left side of the screen or use the Quick Search fields (1) to reduce the number of options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

*Record Series

*Record Series: |

Organization Quick
Description

AIN RSIN Record Series Title Event Based

: search Months

Days

Event Trigger

Archival

Vital

Here:

Legal Citations

Approval Status

Current Search: There is no current Record Series query, Te search Record Series, enter your criteria and click the Search button.

Pagel[2][3][4]\JumptoPage:|:|[é]
Organization Quick
Description

Event
Years Months Days Trigger Archival Vital

AIN RSIN Record Series Title

~ Texas Big State Agency - Authorization to 15-988-

J 1 Participate Cards AC 5 6 A False 001 Approved
9] Texas Big State Agency - z Client Questionnaire 8 False éngB— Approved
O Texas Big State Agency - 3 Data Entry Form AC 2 6 True (1)3;3985- Approved
~, Texas Big State Agency - Motice of Possible 15-988-

J Eligibility 15 False 004 Approved

Record Series is the Record Series Title on the agency’s Records Retention Schedule that the
box(es) are assigned. Select the Record Series Title by clicking the button on the left side of the
screen. Initially, every Record Series available for storage appears. Use the Quick Search fields (1)
to narrow the selection of available Record Series Titles.

If there is a Record Series you need that does not appear, contact your agency’s Records
Management Olfficer to resolve this issue.

How these fields look when completed:

*QOrganization: Texas Big State Agency - 988 - Central |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: ‘ | | ‘ | | | | |

Current Search:There is no current Organization guery. To search Organization, enter your critenia and click the Search button.

(Search] (Clear ]

*Record Series: 2 - Client Questionnaire |

Organization Quick RSIN Record Series Title Event Based
Description

search Months Days Event Trigger Archival Vital Remarks
Here: | | [ | [ | [ | [ | [ |

Current Search: There is no current Record Series query. To search Record Series, enter your criteria and click the Search button.

AIN

Legal Citations Approval Status

Search| | Clear |
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Boxes: Use ‘Create’ to Build Boxes

*Box Size

I
*Box Size: |}&
RP-35
RP-43
Box Size options are:

e RC — Regular Container (a standard 1.2-cubic-foot box)
e RP-36 — Roll Plan 36” (a large 6”x6”x36” storage box for items that do not fit in an RC box)
e RP-48— Roll Plan 48” (a large 6°x6”x48” storage box for items that do not fit in an RC box)

*Inclusive Date Range

*Inclusive Date Range:|

The Inclusive Date Range can be completed in one of two ways:

e Use the same beginning and ending date information for all boxes to be created (if more than
one box is being created). This method results in the same Eligible Destruction Date for all of
the boxes.

o Use a unique set of beginning and ending inclusive dates for each box to be created. This
method results in a different Eligible Destruction Date for each box.

The date information is entered in this format with no spaces:

MM/DD/YYYY-MM/DD/YYYY

If the Beginning Date and the Ending Date are the same, you must enter the same date twice.

Example: 12/31/2015-12/31/2015.

Do not use a hyphen within the dates, use a hyphen only to separate the dates.

Data Example: 01/01/2007-12/31/2014 or 1/1/2007-12/31/2014 or 1/1/07-12/31/14

*Drive Date

*Drive Date:|

Enter a date MM/DD/YYYY or click the Calendar Icon to select a Drive Date. The Drive Date is
used in conjunction with Total Retention (Event Based, Years, Months, Days) to calculate an
Eligible Destruction Date.

Do not use a hyphen within the date. Please see Appendix: Calculate the Drive Date for
more information.

Data Example: 12/31/2014

How these fields look when completed:
*Box Size:

*Inclusive Date Range:01/01/2007-12/31/2014

*Drive Date: |12/31/2014 ]
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Boxes: Use ‘Create’ to Build Boxes

Override

override: []

Override is an optional tool to change the Drive Date when an automatic calculation occurs under

these two conditions:

e FE or CE is used in Event Based on the agency's Records Retention Schedule

e Only years and/or months and/or days are the Total Retention on the agency’s Records
Retention Schedule (and no acronym used as Event Based).

Under either of those two conditions, the Drive Date is going to auto calculate by TexLinx. If a

Drive Date different from the TexLinx auto calculation is needed, you must click this checkbox to

override the Drive Date that calculates and enter the Drive Date you want to use in the Drive Date

field.

*Agency Box #

*Agency Box #:| |

Agency Box # is the identification number you assign to this container. The Agency Box # can be
numbers, letters, symbols, or any combination thereof. The only restriction: Do not use a Pipe
symbol | as part of the Agency Box #. The Pipe symbol is explained in Beginning File | Ending
File Range.

Data Example: H-7765

To accommodate letters and symbols in addition to numbers, this is a text field.

*Beginning File | Ending File Range

*Beginning File | Ending File
Range:

The Beginning File | Ending File Range is composed of the first and last item in the box. The
Pipe symbol is used as a separator between the beginning file name and the ending file name. The
Pipe symbol is created by holding down SHIFT on the keyboard and pressing the backslash key

( SHIFT \).

If the Beginning File and the Ending File are the same, enter SAME as the Ending File
name.

In the below example, a space appears before and after the Pipe for illustrative purposes only.
Data Example: Acuff | Zolt

Notes

MNotes:

Notes is an optional field used by the agency to assist users to remember something about the box
or about the contents of the box.
Data Example: Files are arranged alphabetically.

How these fields look when completed:

override: [

*Agency Box #:[H-7765

*Beginning File | Ending File|Acuff | Zolt
Range:

MNotes: [Files are arranged alphabetically.
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Boxes: Use ‘Create’ to Build Boxes

Completed: Create a New Box screen:

Fields marked with an * are required.

*Qrganization:

*Record Series:

[Texas Big State Agency - 988 - Central |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

Search Here: | ] [ [ ] [ I

(Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: l:l

Agency Name Division Name Business Unit Name Business Sub-Unit Name
(O Texas Big State Agency - 988
®  Texas Big State Agency - 988 Central
() Texas Big State Agency - 938 East
() Texas Big State Agency - 938 West
() Texas Big State Agency - 938 North
() Texas Big State Agency - 938 South

2 - Client Questionnaire |

Organization Nickname
Texas Big State Agency

Organization Quick

[Current Search:There is no current Record Series query. To search Record Series, enter your criteria and click the Search button.

Description AIN RSIN Record Series Title Event Based Years
I Il Il I'l I 'l |
Search Months Days Event Trigger Archival vital Remarks
Here: | | | | J [ | |
Legal Citations Approval Status

Page1[21[31[4] |]umptnPage:|_|[!]

Organization Quick Event
Description AIN RSIN Record Series Title Years Months Days Trigger Archival
Texas Big State Agency - Autharization to
Q 1 Participate Cards AC 5 6 A False
® ‘grg)éas Big State Agency - Client Questionnaire 8 False
O ;;’,;as Big State Agency - 4 Data Entry Form AC 2 6 True
Texas Big State Agency - Notice of Possible
O 4 Ehgibility 15 False
() Texas Big State Agency - ¢ Eligible Cases ac 2 6 False
(O Texas Big State Agency - ¢ Eligible Cases AC 2 6 False
Texas Big State Agency - Employee Earnings
O 5 Ree AC 10 S False
(@] ;’g)éas Big State Agency - 7 Employee Savings Bonds  FE 50 R False
0 Texas Big State Agency - 8 Emplayee Deduction FE 50 2 False
Authorizations
(O Jexas Big State Agency - 4 External Reports ac 3 6 False
Texas Big State Agency - Internal Fiscal
O 988 10 Management Reports 10 False

*Inclusive Date Range:
*Drive Date:

Override:

*Agency Box #:

*Beginning File | Ending File|

Range:

Notes:

[7iz07-12/3172014

=
O

[A-7765

15-988-
001

15-988-
ooz

15-988-
003
15-988-
004

15-988-
005

15-988-
005

15-988-
006

15-988-
007
15-988-
008
15-988-
009
15-988-
010

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Acuff | Zolt

Files are arranged alphabetically.
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Boxes: Use ‘Create’ to Build Boxes

Saving
[ﬂ] Save & View | |Save & Close|

When the fields are complete, the next step is to Save the information.

These three options are located at the Create a New Box screen’s top right:

o Save & New: Use this to create another box. For convenience, some fields will carry forward to
eliminate repeated data entry. Fields carried forward are still editable.

e Save & View: Use this if you have entered only one box and you are ready to make a Request
Pickup.

o Save & Close: Use this if:
- You have been selecting Save & New for a set of boxes and you are ready to make a Request
Pickup for the boxes.
or
- You want to save the information you have entered for the box(es) but you are not yet ready to
make a Request Pickup for the box(es).

Creating Box dialogue box

Creating Box

Box with barcode 0000819188 successfully created at 1/19/2016 2:45:54 PM.

If the above dialogue box does not appear, and you are returned to the Create a New Box screen, an
error message appears at the top of the screen. Correct the error message and click the save option
you selected.

When the above screen appears, it includes the Box Barcode that was generated for this box. The

Box Barcode is the unique identification number applied to each item created in TexLinx. Click

OK. Then, if you selected:

e Save & New: Another Create a New Box screen appears. Some fields carried forward from the
previous box created but all fields are editable.

e Save & View: View a Box is the screen for you to review the box you just created. The box has
been saved in TexLink. Turn to Request Pickup to ask the State Records Center to pickup the
box if you are ready to make the request.

o Save & Close: The boxes have been saved in TexLinx and the Box homepage appears. Turn to
Request Pickup to ask the State Records Center to pickup your items if you are ready to make
the request.
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Boxes: Use ‘Create’ to Build Boxes

NOTES
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Boxes: Use ‘Create’ to Build Boxes

NOTES
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Boxes:
Use ‘Data Sheet’ to Build
Multiple Boxes

Data Sheet is used to create multiple boxes for a single Organization and for a single Record
Series Title using a format similar to a spreadsheet. Multiple Box Sizes and Inclusive Dates can
also be used on the Data Sheet. This is an alternative to using Create, Save & New.

Be mindful of the 20-minute timer at the top of the screen. If you start a data sheet and go
for a period of time without clicking a radio button or saving your information, TexLinx times-out
your login and your information is lost. You can always select Save & Close to save the
information you have entered, move the items to the cart, and come back later to finish. If you do
not place them in the cart, you will have to perform a Search to find the items you saved.

Home Preferences Reports Requests admin | (B8 Dashbosrd Help | = Print Logout

‘Organization Quick
iption

\ 1) | [ | [ | [

Create Date ‘\Céated By Description Last Modifij 2 te Destruction Batch # Legacy Tracking #

\ | [ | [ | [ \ |

- (Rollover for Current Search)

Box Barcode Box Size Agency Box # 0 Eligible Destruction Date

[*Activity |51 [ Search and View [:|[ Data Manipulation [ Data Removal [ cart [ ©iems)
Page 1 | Jump to Page: D@ &

te  Beginning File | Ending
File Range

1. Click the Boxes item type tab.
2. Click Data Manipulation in the Action Menus.
3. Select Data Sheet from the dropdown menu.

CREATE NEW BOXES data sheet

Fields marked with an * are required.

*Organization: |
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | |
Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button. @
Page 1 | Jump to Page: D@
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Texas Big State Agency - 983 Texas Big State Agency
Texas Big State Agency - 988 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 9838 West
*Record Series: |
Organization Quick AIN RSIN Record Series Title Event Based Years
Description
Search Months Days Event Trigger Archival Vital Remarks
Here: | I | | | J |
Legal Citations Approval Status
Current Search: There is no current Record Series query, To search Record Series, enter your criteria and click the Search button. (Clean)
Box Size* | Inclusive Date Range™ Drive Date* [override] Agency Box #* T inning File | Ending File Range* Notes
— !
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1
e I
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Boxes: Use ‘Data Sheet’ to Build Multiple Boxes

All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

*QOrganizati
rganization
*QOrganization:| |
Agency Name Division Name Business Unit Name Sub Busi Unit Name Organization Nickname
Search Here: | | | | | | | | | |
‘Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: D[g]

Business Unit Name Sub Business Unit Name Organization Nickname
Texas Big State Agency - 988 Texas Big State Agency
Texas Big State Agency - 9838 Central
Texas Big State Agency - 988 East

Select the Organization within the agency associated with this set of boxes by clicking the button
on the left side of the screen or use the Quick Search fields (1) to reduce the number of options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

*Record Series

*Record Series: |

Organization Quick
Description

@ﬁ | | I | reports I
Search Months Days Event Trigger Archival Vital
| | [

[Current Search:Find all Record Series where Record Series Title Contains 'reports’.

Page 1 | Jump to Page: I_l[g]

Organization Quick Event
Description

AIN RSIN Record Series Title Event Based

Here:

Legal Citations Approval Status

AIN RSIN Record Series Title Based Years Months Days Trigger Archival Wvital
(@] Texas Big State Agency - ] External Reports AC 3 6 False ég-gQES— Approved
- Texas Big State Agency - Internal Fiscal 15-988-
o 10 Management Reports 10 False 010 Approved

Record Series is the boxes’ assigned Record Series Title on the agency’s Records Retention
Schedule. Select the Record Series Title by clicking the button on the left side of the screen.
Initially, every Record Series available for storage appears. Use the Quick Search fields (1) to
narrow the selection of available Record Series Titles.

If there is a Record Series you need that does not appear, contact your agency’s Records
Management Officer to resolve this issue.

How these fields look when completed:

*0Organization: Texas Big State Agency - 988 - Central |
Agency Name Division Name Business Unit Name Sub Business Unit Name ~ Organization Nickname
search Here: | | [ ][ | [ | [ ]
ICurrent Search: There is no current Organization query. To search Organization, enter your criteria and click the Search butten.
Page 1 | Jump to Page: [ |L.Go |
Agency Name Division Name Business Unit Name: Sub Business Unit Name Organization Nickname
(0 Texas Big State Agency - 958 Texas Big State Agency

Texas Big State Agency - 968 Central
D Texas Big State Agency - 968 East

*Record Series:|3 - External Reports |

Organization Quick AIN RSIN Record Series Title Event Based
escription
I i | Feports i
Search Months Days Event Trigger Archival vital
Here: ] ] [ ] ] [
Legal Citations Approval Status

Current Search:Find all Record Series where Record Series Title Contains 'reports’.

Page 1 | Jump to Page: [ |60 |

Organization Quick Event Event
Description

AIN Record Series Title Based  Years Months Days Trigger

(& Texas Big State Agency -

3 External Reports AC 3 6 False pog Approved
() Texas Big State Agency - Internal Fiscal 15-988-
“ a3 10 Management Reports 10 False 53g Approved



Boxes: Use ‘Data Sheet’ to Build Multiple Boxes

Data Fields

Box Size*| Inclusive Date Range* Drive Date™ |Override| Agency Box #* | inning File | Ending File Range* Notes

Hre ~ I I

There are up to eight data field columns to complete for each line of information on the Data Sheet.
Most of these are completed the same way they were in Boxes: Use ‘Create’ to Build Boxes. The
only exception is a checkbox to activate the container data entry row.

Columns are the sections of data found horizontally, left to right. Rows are sections of
data found vertically, top to bottom.

Setting up the Data Sheet

The data sheet has as many available container data entry rows as your Preferences allow. Keep in
mind that the data sheet processes with container data entry rows that have no information. But if
you need extra container data entry rows, there is an easy way to adjust that.

To increase/decrease the number of container data entry lines in the data sheet:

1. click Preferences at the top of the screen in the Navigation Menu.

2. click Home Page.

3. edit the number that appears in the field for Number of records per page displayed in grid.

4. click Save.

* Activate Container Row Checkbox

Box Size® Agency Box #% |

Qb |
(Dmmmp| [RC v |

1

The first thing to do when creating a container using Data Sheet is to click the checkbox (1) on the
left side of the data sheet for each container you are creating. If you have changed your Preferences
in the earlier step so that your data sheet uses every row to create a container, click the checkbox
(2) at the top of the data sheet on the left side of the column label names. This automatically
activates each container row.

Any line activated with a checkbox must be completed when the data sheet is processed.
Do not click the checkbox for more containers than you need.

*Box Size

Box Size®

RC '

Box Size options are:

o RC — Regular Container (a standard 1.2-cubic-foot box)

e RP-36 — Roll Plan 36” (a large 6”x6”x 36” storage box for items that do not fit in an RC box)
e RP-48— Roll Plan 48” (a large 6”x6”x 48” storage box for items that do not fit in an RC box)
1t is possible to have different Box Sizes for some or all containers on the data sheet.

How the data sheet looks for three containers so far:

Box Size* | Inclusive Date Range* Drive Date* {Override| Agency Box #* | ing File | Ending File Range*® MNotes
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Boxes: Use ‘Data Sheet’ to Build Multiple Boxes

*Inclusive Date Range

[ Inclusive Date Range*
[

The Inclusive Date Range can be completed in one of two ways:

e Use the same beginning and ending date information for all boxes created. This method results
in the same Eligible Destruction Date for all of the boxes.

e Use a unique set of beginning and ending inclusive dates for some or all of the boxes to be
created. This method results in a different Eligible Destruction Date for each box.

The date information is entered in this format with no spaces: MM/DD/YYYY-MM/DD/YYYY

If the Beginning Date and the Ending Date are the same, you must enter the same date twice.

Example: 12/31/2015-12/31/2015.

As with Box Size, the Inclusive Dates on the data sheet can be the same or a different set
of dates for each container. Do not use hyphens within each date, use the hyphen only to separate
the dates.

Data Example: 03/01/2014-02/28/2015 or 3/1/2014-2/28/2015 or 3/1/14-2/28/15

*Drive Date

Drive Date™
| -]

Enter a date MM/DD/YYY'Y or click the Calendar Icon to select a Drive Date. The Drive Date is
used in conjunction with Total Retention (Event Based, Years, Months, Days) to calculate an
Eligible Destruction Date.

Do not use a hyphen within the date. Please see Appendix: Calculate the Drive Date for
more information.

Data Example: 2/28/2015

Override

Override

]

Override is an optional tool to change the Drive Date when an automatic calculation occurs under

these two conditions:

e FE or CE is used in Event Based on the agency's Records Retention Schedule.

e Only years and/or months and/or days are the Total Retention on the agency’s Records
Retention Schedule (and no acronym used as Event Based).

Under either of those two conditions, the Drive Date is going to auto calculate by TexLinx. If a

Drive Date different from the TexLinx auto calculation is needed, you must click this checkbox to

override the Drive Date that calculates and enter the Drive Date you want to use in the Drive Date
field.

How the data sheet looks for three containers so far:

Box Size*| Inclusive Date Range* Drive Date* lDverride Agency Box #* [ inning File | Ending File Range* Notes
) T
RC _ v|03l01/2014-02/2602015_[22/2872015 5 |
1
= |
RC  v|03/012014-02/2802015 [02/26/2015 - |
1
= |
IM[RC  v|p3/iz01d-02/26/2015 |P2/28/2015 5 |
1
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Boxes: Use ‘Data Sheet’ to Build Multiple Boxes

*Agency Box #

Agency Box #* |
I

|

1
Agency Box # is the identification number you assign to this container. The Agency Box # can be
numbers, letters, symbols, or any combination thereof. The only restriction: Do not use a Pipe
symbol | as part of the Agency Box #. The Pipe symbol is explained below in Beginning File |
Ending File Range.

To accommodate letters and symbols in addition to numbers, this is a text field.

Data Example: 775

*Beginning File | Ending File Range

Beginning File/Ending File Range™

The Beginning File | Ending File Range is composed of the first and last item in the box. The
Pipe symbol is used as a separator between the beginning file name and the ending file name. The
Pipe symbol is created by holding down SHIFT on the keyboard and pressing the backslash key

( SHIFT \).

If the Beginning File and the Ending File are the same, enter SAME as the Ending File
name.

In the below example, a space appears before and after the Pipe for illustrative purposes only.

Data Example: File 550 | File 935

Notes

Notes

Notes is an optional field used by the agency to assist users to remember something about the box
or about the contents of the box.
Data Example: Lake Travis parks and trails

How the data sheet looks for three containers when completed

Box Size* | Inclusive Date Range* Drive Date™* |Override] Agency Box #* | inning File | Ending File Range* Notes

<

[ I
RC v |03lin014020280015 22812018 T O 75 File 550 | File 935
I

a T
M[RC  v[oamizois-nzzemois (2282015 S | 7% File 935 | File 996
|

— I
RP-48 v|03/01/2014-02/28/2015 |2/2812015 2l | Map263 Lake Travis | Same [ake Travis parks and trails
I
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Boxes: Use ‘Data Sheet’ to Build Multiple Boxes
Completed: Create New Boxes data sheet:

Fields marked with an * are required.

*0Organization: |Texas Big State Agency - 988 - Central |
Agency Name Division Name Business Unit Name Sub Business Unit Name Organization Nickname
Search Here: | | [ ] | [ ]
Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. @
Page 1 | Jump to Page: DE]
Agency Name Division Name Business Unit Name Sub Business Unit Name Organization Nickname
) Texas Big State Agency - 988 Texas Big State Agency
@) Texas Big State Agency - 988 Central
) Texas Big State Agency - 988 East
*Record Series: (3 - External Reports |
Organization Quick AIN RSIN Record Series Title Event Based Years
Description
\ I I | feports I I |
Search Months Days Event Trigger Archival Vital Remarks
Here: | | [ | | | | | | | | |
‘Legal Citations | |Approva| Status ‘
Current Search:Find all Record Series where Record Series Title Contains 'reports’. @

Page 1 | Jump to Page: I_I&

Organization Quick Event [ Legal Approval
Description AIN RSIN Record Series Title Based Years Months Days Trigger Archival Vital Remarks Citations Status
@ lexas Big State Agency - ¢ External Reports AC 3 6 False ég-ggaa_ Approved
— Texas Big State Agency - Internal Fiscal 15-988-
g 10 Management Reports 10 False 010 Approved
Box Size”| Inclusive Date Range® Drive Date*® [Override] _ Agency Box #* | inning File | Ending File Range” Notes
) T
RC  w[p301/2014 027282015 [228/2015 EN | 75 [File 550 | File 635
[
— |
RC  v|o3i0i/2014-02/2872015 [2/28/2015 El | 76 [File 935 | File 998
I
[Z|RP-48 ~[33/01/2014-02/28/2015 |2/28/2015 Bl Map263 [Cake Travis | Same [ake Travis parks and trails
1

Saving
| Save & New | [Save & Close|

When the data sheet is complete, the next step is to Save the information.
These two options are located at the Create New Boxes data sheet’s top right:
o Save & New: Use this to create another set of boxes on a new data sheet.
o Save & Close: Use this if:

- You want to save the information you have entered for these boxes

or

- You have been using Save & New and this is the final data sheet.

Creating Boxes dialogue box

Creating Box |

This will create 3 Boxes. This may take several minutes. Click Ok to continue creating Boxes or Cancel to cancel this operation.

[ Ok [ Cancel |

If the above dialogue box does not appear telling you how many boxes are to be created, you are
returned to the Create New Boxes data sheet screen. An error message appears at the top of the data
sheet screen. Correct the error and click the save option you selected.

When the above screen appears, Click OK. Then, if you selected:

e Save & New: Another Create New Boxes data sheet screen appears. Some fields carried
forward from the previous box created but all fields are editable.

e Save & Close: The boxes have been saved in TexLinx and the Boxes homepage appears. Turn
to Request Pickup to ask the State Records Center to pickup your items if you are ready to
make the request.

When you click OK, it might appear nothing is happening but do not click OK more than
once or TexLinx will duplicate the number of boxes you are creating.
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Boxes: Use ‘Data Sheet’ to Build Multiple Boxes
NOTES
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Boxes: Use ‘Data Sheet’ to Build Multiple Boxes
NOTES
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Boxes:
Use ‘Records Series’
to Build Boxes

ﬁHume @‘meerenues BRepDr‘s 8 Requests ﬁ»\dmm Dashhuard @He\p = Print
(= Boxes|fi| = FitesJ aster Recovery | B Microforms| che Circulation [ff aging Production|ll {2 Records Series

Organization Quick Record Series Title Years Months

Description
\ I I ]

Days i i vital Legal Citatiol Approval Status

LM [ [ | [

(Search] (Rollover for Curi Search)

) =
(0 items) &8

he search found 0 Records Series
Record Series Title Based Years Months Remarks Approval Status

1. Click the Records Series item type tab.
2. Enter search terms into any of the Quick Search fields to find the Record Series.
3. Click Search. (continue on the next page)
OR
4. Click Search and View.
Select Search. (continue below)

9]

Search Records Series screen

ﬁHcma @° preferencas E] Reports | ) Reauests é.Admm Dashhcard @Help = print 19:52 » Logout
Search Records Series | Cancel |
B ~
Organization: |
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

Sesrch Here: | | | | | |

{
i

Current Search:

Agency Name:|

Division Name:|

AIN:| |

RSIN:| |

Record Series Title:

Description:

Years:| ]

Months: | |
Enter search information into any fields to find the Record Series Title for which you want to build
boxes. Press Execute. If your search does not yield the Record Series Title you need (as seen on the
next page), contact your agency’s Records Management Officer for assistance.
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Boxes: Use ‘Records Series’ to Build Boxes

Search Results screen

TE ﬁHumE g’pmferenaes E Reports | ) Requests é’Admm Dashhuard @Help = print 19:52 »mguut

(5 Boxes [ 3 Fies J| I Disaster Recovery [l B vicroforms|§| [ Fiche Gircutation §|[ ] imaging Production | &) Records Series
g;’;‘(‘]’_'f;;f:" Quick AIN RSIN Record Series Title Event Based Years Months
[ J I 1 ] Employee I 1 ] I 1 |
Days Event Trigger Archival vital Remarks Legal Citations Approval Status
[ | [ | | [ | | [ | |
Rollover for Current Search m

o ¥l
[ activity |[7]] [ Search and view i Cart ] © items)
sge 1 | Jump to Page: | |[LBO | &  The search found 4 Records Series

o

B organization Quick Description Record Series Title

[|  Texas Big State Agency - 988 6 Employee Earnings Records AC 10 15-385-006 Approved
[ Texas Big State Agency - 988 7 Employee Savings Bonds FE 50 15-985-007 Approved
] Texas Big State Agency - 388 8 Employee Deduction Autherizations FE 50 15-988-008 Approved
[0 Texas Big State Agency - 988 22 Employee Surveys us 10 15-3858-022 Approved

Regardless of the Search method you used from the previous page, the above screen is your next
destination.

Look to the Record Series Title column (1) and click the hyperlinked text in the Organization
Quick Description column (2) to open the Record Series.

View a Record Series screen

ﬁHoma gﬂpneferemes E Reports | ) Requests é’Admm Dashhcard @Help = print 19:49 »Loguut

View a Record Series

[‘Activity [ Search and view [ cart [=]

Organization Information : Texas Big State Agency - 988
Agency Name: Texas Big State Agency - 988

Division Name:

AIN: 22
RSIN:
Record Series Title: Employee Surveys
Description:
Years: 10
Months:
Days:
Event Based: US
Event Trigger:
Archival:
vital: &
Remarks: 15-988-022
Legal Citations:
Confidentiality: Public
Approval Status: Approved
Item Approval Date:
Schedule Approval Date: 12/30/2014

Boxes for this Record Series: Query Boxes on Home Page Create a New Box for this Record Series
Page 1 | Jump to Page: l:l

This is the View a Record Series screen. Click Create a New Box for this Record Series (3).
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Boxes: Use ‘Records Series’ to Build Boxes

Create a New Box screen
TE ﬁHnmE gﬂpmremnms akepnds B Requests ’Admin Dashhuard @Help (= print 16:10 »Luguut

Create a new Box

Fields marked with an * are required.

*Q0rganization:

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | ] | ] ]

|Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button.
Page 1 | Jump to Page: | GO0
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

§ Texas Big State Agency - Texas Big State Agency

Texas Big State Agency - Central
Texas Big State Agency - East
Texas Big State Agency - West
Texas Big State Agency - North
Texas Big State Agency - South

@ﬂ *Record Series: 22 - Employee Surveys I

Organization Quick AIN RSIN Record Series Title Event Based
Description

Search Months Days Event Trigger Archival vital
Here: | I N I N

Legal Citations Approval Status

|Current Search:There is no current Record Series query. To search Record Series, enter your criteria and click the Search button. @
Page 1 | Jump to Page: l:l

‘Organization Quick Record Series  Event Event
Description AIN RSIN Title Based Years Months Days Trigger Archival Vital Remarks

Legal Approval
Citations Status

Employee 15-958-

L) 22 Surveys us 10 True 022 Approved

*Box Size:[RC [v]

*Inclusive Date Range:|

*Drive Date: ] =

override: [

*Agency Box #:[

*Beginning File | Ending File
Range:

Notes:

1. Select the Organization within your agency that this box is associated.
2. The Record Series Title you chose from the Records Series tab is a non-editable field.

At this point, continue the process by turning to Page 25 in the section Boxes: Use ‘Create’ to
Build Boxes and choose the Box Size.
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Boxes: Use ‘Records Series’ to Build Boxes

NOTES
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Files

There are three ways to build Files in TexLinx:
I. Create Files from the Files Tab — if the Box the file goes into is not at your agency or
if the Box has not been created in TexLinx. (Begins below)
II. Create Files from the Boxes Tab — if the Box exists in TexLinx and the box is at
your agency. (Begins on Page 52)
I1I. Create Files Using Data Sheet — to create multiple files without having to click Save
& New after each file is created (Begins on Page 57).
Creating files in TexLinx is optional and not required. There are a couple of good
reasons to create files in TexLinx:
e [tis an electronic inventory of your files and shows the boxes where they are assigned.

e To request a file delivery from the State Records Center, the file must appear in TexLinx (as
explained on page 133).

I: CREATE FILES FROM THE FILES TAB

19:54

uick

Agency File Name Agency Sub File Name

Create Date Created By Description Last Modifis 2

E} Rollover for Current Search

[‘Activity [¥][ Search and View [¥| Data Manipulation [ Data Removal [ [ Cart [

Page 1 | Jump to Page: ||
M File Barcode Organizatic® .ck Desd

) =
(0 items) &&

1. Click the Files item type tab.
2. Click Data Manipulation in the Action Menus.
3. Select Create from the dropdown menu.

CREATE A NEW FILE screen
ﬁ.uome P Preferences aRepnﬂs B, Requests ﬁAdmin [ oashboare @Help (= print

18:52 * Logout

Create a new File [Save & View | (Save & Close| Set Defaully

Fields marked with an * are required.

*Q0rganization: |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | ] [ ] [ ] 1 ][

Current Search:There is no current Organization query. To search Organization, enter your criteria and dlick the Search button.
Page 1 | Jump to Page: | |G|

Business Sub-Unit Name

() Texas Big State Agency - 988 Texas Big State Agency

() Texas Big State Agency - 988 Central
() Texas Big State Agency - 988 East

*Agency File Name:

Agency Sub File Name:

File Notes:
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Files

1. All fields with an asterisk (*) are required fields. The page cannot process without completing
these required fields.

2. TexLinx cannot be used to place files from your agency into a box that is currently at the State
Records Center (SRC). To add files to a box stored at the SRC, request delivery for that box.

<% O . .
rganization
*Organization: |
Agency Name Division Name Business Unit Name Sub Busi Unit Name Organization Nickname
Search Here: | | | | | | | | | |
Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button. Search| | Clear
Page 1 | Jump to Page: l:l Go
Texas Big State Agency - 988 Texas Big State Agency
Texas Big State Agency - 988 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 988 West

Texas Big State Agency - 988 Morth
Texas Big State Agency - 9838 South

Select the Organization within the agency associated with this file by clicking the button on the
left side of the screen or use the Quick Search fields (1) to reduce the number of options. The
Organization selected here should match the Organization associated with the box it is associated.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

*Agency File Name

*Agency File Name:

Agency File Name is the name you assign to the file. Any character can be used except for the Pipe
symbol (as explained in the Boxes sections, also in Appendix: Definitions).
Data Example: Acuff, M 8563

Agency Sub File Name

Agency Sub File Name:

Agency Sub File Name is an optional field for additional information assigned to the file.
Data Example: Exam results (FY15)

How these fields look when completed:

*0rganization: [Texas Big State Agency - 988 |
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | ‘
Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. Search| | Clear

Page 1 | Jump to Page: l:l Go

‘-6-‘ Texas Big State Agency - 983 Texas Big State Agency
~ Texas Big State Agency - 983 Central

Texas Big State Agency - 983 East

Texas Big State Agency - 983 West

Texas Big State Agency - 983 North

Texas Big State Agency - 983 South

*Agency File Name: |Acuff, M 8563

Agency Sub File Name:|Exam results (FY15)
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Files

File Notes

File Notes:

File Notes is an optional field for information on this file.
Data Example: passed all exams on first attempt

How the screen looks when all fields are completed:

*QOrganization: Texas Big State Agency - 988

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

Search Here: | | [

|Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: I:l[g]

Business Sub-Unit Name
Texas Big State Agency - 988
Texas Big State Agency - 988 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 988 West

Texas Big State Agency - 988 Morth
Texas Big State Agency - 988 South

Organization Nickname
Texas Big State Agency

*Agency File Name: jAcuff, M 8563

Agency Sub File Name: [Exam results (FY15)

File Notes: passed all exams on first attempt
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Files

Saving
| Save & New | | Save & View | |Save & Close|

When the fields are complete, the next step is to Save the information.
These three options are located at the Create a New File screen’s top right:
e Save & New: Use this to create another file.
e Save & View: Use this if you are ready to place the file in a box that exists in TexLinx and is at
your agency.
e Save & Close: Use this if:
1. You have been entering information and you are not yet ready to place the file into a box.
2. You have been selecting Save & New and you are ready to place the file(s) into a box
that exists in TexLinx.
3. You are not ready to place this file into a box because:
a. The box is at the State Records Center.
b. The box does not exist in TexLinx.

Creating File dialogue box

Creating File |

File with barcode 00005819193 successfully created at 1/20/2016 12:16:29 PM.

If the above dialogue box does not appear, and you are returned to the Create a New File screen, an
error message appears at the top of the screen. Correct the error message and click the save option
you selected.

When the above screen appears, it includes the File Barcode that was generated for this file. The

File Barcode is the unique identification number applied to each item created in TexLinx. Click

OK. Then, if you selected:

e Save & New: Another Create a New File screen appears. The Organization field carries
forward from the previous file created but it is editable.

e Save & View: View a File is the screen for you to review the file you just created. The file has
been saved in TexLink. Continue on Page 48 (A. Transferring Files to a Box) to place the file
into a box that is at your agency and the box exists in TexLinx.

o Save & Close: The file(s) has/have been saved in TexLinx and the File homepage appears.
Continue on the next page to place the file into a box that is at your agency.

Boxes at the State Records Center cannot have new files added to them. If the box you
want to place the file(s) is at the State Records Center, request the box to be delivered so you may
add the file(s) to the box — you will not need to re-create the file(s) in TexLinx, follow the steps
beginning on page 48 (A. Transferring Files to a Box) to place the file into the box in TexLinx
when the box is delivered to you. Turn to Request Delivery from the State Records Center: Boxes,

Disaster Recovery, Microfilm Reels, Microfiche Bundles, and Files* to learn how to complete a

delivery request for a box that is at the State Records Center.
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Files

Place files into a box at your agency

ﬁHome g’prereremes E Reports ) Requests ?Aﬂmm Dashl:aard @Help (= print 19:57

Organization Quick Agency File Name Agency Sub File Name

Last Modified Date

. =
{0 items) &&

e search found 0 Files

on Agency File Name Current Location

If the files you just created do not appear in the homepage grid on the Files item type tab page:
1. Enter search information into the Quick Search fields.
2. Click Search and continue on the next page.
OR
3. Click Search and View.
4. Select Search and continue below.
See Appendix: Search for tips and shortcuts when using Search.

Search Files screen

Home Preferences Reports Requests Admin | [l Dashboard Help | = print : Logout
TE A ¢ B & o @ = »

Search Files [ Execute | [ Cancel

Organization: ’

Agency Name Division Name Business Unit Name Business Sub-Unit Name Orgamzallon Nickname
Search Here: | ] ]

|Current Search:

Agency Name:|

Division Name:|

Agency File Name:

Agency Sub File Name:

File Notes:

Locked Down:[ [v]

Infolinx System Fields

Deleted:[ [v]

File Barcode:|

File Quick Description:|

CreateDate:[ %

Created By Barcode:|

Created By Description:|

Last Modified Date:[ |%®

Last Modified By Barcode:|

Last Modified By Description:|

Complete any fields (even those in Infolinx System Fields) to find the files you need.
Once you enter your Search information, click Execute.
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Search Results for Files, Select Files

Home Preferences Reports Requests Admin | [[ll] Dashboard Help | (=% Print 19:35 Logaut
E Il
ces | i Files | R Disaster Recovery | B Microforms || B Fiche Circulation | [ ] imaging Production|

- Organization Quick -
File Barcode iption Agency File Name Agency Sub File Name

[ J [ | [ | [
Create Date Created By Description Last Modified Date

| J | |l
- @ (Rollover for Current Search)

=
{0 items) &4

O 0000774487 Texas Big State Agency - 988 Bradley, B 0521 j_ Johnny Agency €
0 0000774435 Texas Big State Agency - 968 Cooper, J 9937 1 Johnny Agency o
O Texas Big State Agency - 988 Acuff, M 8563 1 Johnny Agency

These are the files found as a result of your Search.
To select individual files, click the checkbox of that item (1).
To select all files on this screen, click the select all checkbox in the orange ribbon (2).

A setting in Preferences could limit the number of files that appear on a single screen
page. Clicking the Select All checkbox selects the items on this single page, not the items on every
page (if there is more than one page noted above the orange ribbon). To increase/decrease the
number of files viewable on a single screen page:

1. Click Preferences at the top of the screen in the Navigation Menu.

2. Click Home Page.

3. Edit the number that appears in the field for Number of records per page displayed in grid.
4. Click Save.

Adjusting this setting in Preferences results in the homepage grid on all item type tabs to be
adjusted.

A. Transferring Files to a Box
TE ﬁHomE Q‘pmrenancgs EREPBNS B Requests 6’A:|mir| Dashlmard @Help (= print 18:02 »Lnguut

Organization Quick ;
b iption Agency File Name Agency Sub File Name

| I | [ | [
Created By Description Last Modified Date
\ | [
Rollover for Current Search
Current Location

Texas Big State Agency - 988 Bradley, B 0521 1 Johnny Agency o

=
(0 items) &%

Texas Big State Agency - 988 Cooper, ] 9937 1 Johnny Agency o

0000819153 Texas Big State Agency - 988 Acuff, M 8563 1 Johnny Agency &)

After you have selected the file(s) you want to place into a box:
3. Click Activity.
4. Select Transfer.
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B. Transfer Items screen
ﬁHcma #Dr\efer\enc\es ERepnﬂs B requests é’Admm Dashhnard @Help = print 19:34 »mgnut

Transfer Items

Items to be transferred:

Change This List @ | page 1 | Jump to Page: | |[L.G0L)

Record Description

Bradley, B 0521 000077443;
Cooper, J 5937 0000774485
Acuff, M 8563 0000819193
Items will be transferred to this location:
Enter, scan, or click the Search button to | | ?
desired destination: M
[Cmake Home Location

The Transfer Items screen. This details the files you have selected (1) to place into a box . To find

the box in TexLinx, click Search (2).
Do not click the checkbox for Make Home Location (3) at any point in this process. The

system will activate this checkbox later in the process.

Search Tabs
ﬁHcma gﬂpmfenemes EREDDHE B requests é’Admm Dashhcard @Help = print 19:51 »Lngnut

Transfer Items

Items to be transferred:
Change This List @ | Page 1 | Jump to Page: =]
Record Description
Bradley, B 0521 0000774487
Cooper, 1 3937 0000774485
Acuff, M 8563 0000819193

Items will be transferred to this location:

Enter, scan, or click the Search | = ?
button to specify the desired

destination:
Individuals Barcode Tl Eie User ID First Name Last Name Email
Description
[ \ I [ [ I [

\

Role Meodified Date

L | | ]
[(Rollover for Current Search)

Fage 1| Jumpto Page:[_ | LB0 ] The search found 0 Individuals

Individuals Barcode User ID First Name Last Name Job Title [Email Role

[Chake Home Location

When you click the Search button, the above Search tabs appear. Click the Boxes tab. Remember,
the white tab is the tab you where you are working. Orange tabs are the ones where you are not
working.
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Search Tabs: Boxes
ﬁHumE Q’meerenoes Eﬁepuﬂﬁ B requests d’Admm UDashhuard @Help = print

19:56

Transfer Items

Items to be transferred:
Change This List & Page 1 | Jump to Page: l:l

Record Description

Bradley, B 0521 0000774487
Cooper, ] 3937 00007744385

Acuff, M 8563 0000819193

Items will be transferred to this location:

Enter, scan, or click the Search
button to specify the desired
destination:

|ESeaeit] ?
& ndviduat) | =1 povec| [ ocations|

Organization Quick . - - .
Box Barcode Description Box Size 1 Agency Box # Drive Date Eligible Destruction Date
Create Date Created By Description  Last Modified Date Destruction Batch # Legacy Tracking #
B
- - (Rollover for Current Search)
~
Pag A Jump to Page: |||\ B8 | The search found 0 Boxes
%, Organization Inclusive  Beginning File Eligible Record
Box \9 Quick Box Agency Date | Ending File  Destruction Series Event Destruction  Current
Barco== Description Size Box# Range [ Date AIN Title Based Years Months Batch # Location

[IMake Home Location
Complete any of the Quick Search fields (1) to find the Box where you want to place the File(s)
and click Search (2).

Select the Box
ﬁ.Homa @Fpneferemes ER&pnr‘s B reguests 6’Admm UDashhcard @Help = print

B Losout

Transfer Items

Items to be transferred:
Change This List o

Page 1 | Jump to Page: l:l
Bradley, B 0521 0000774487
Cooper, ] 9937 0000774485

Acuff, M 8563 0000819193

Items will be transferred to this location:

[ Search | 2
| & tncviduals | £ o< [ ocations |

Enter, scan, or click the |
Search button to specify the
desired destination:

Organization Quick - - S N
Box Barcode ription Box Size Agency Box # Drive Date Eligible Destruction Date
[DODD776463 or 786468 | | | Il | Il
Create Date Created By Description Last Modified Date Destruction Batch # Legacy Tracking #

- (Rollover for Current Search)
\

Page 1 | Jump to Page: l:l The search found 2 Boxes

ion Current

Ending File Destruction
Location

Box Agency Indusive Date
nge Date

Size_Box # Range

Record Event Destructiol
Series Title Based Years Months Batch #

AIN

exas Big Eligible i
5/1/2015-5/15/2015 alphalomega 11/15/2017 5 Cases AC 2 6 -

T
O 000077 State Agency
- 988
Texas Big
(" D%00785468 State Agency  RC 1 alz 11/15/2020 1 to Participate AC H 5 Johnny €
12/31/2005
- 368

1/1/2003- Authorization
Cards Agency

L A

[“IMake Home Location

Select the box you want to place the file(s) by clicking the button on the left (1). Remember, boxes
with 4 in the Current Location column (2) are at the State Records Center (SRC) and cannot have
files added to them. If that is where the file to be placed, click Cancel at the top right to stop the
transfer and request the box to be delivered from the SRC so you can add the file to the box.

The Organization names for the box and the file should agree.
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Final Step: Transfer the File(s) to the Box
ﬁHcma gﬂpmfenemes E Reports | ) Requests é’Admm Dashhcard @Help = print 19:47 » Logaut
Transfer Items
Clicking the Transfer button will move the following items to the ' 00D0786468 1' Box
Change This List @ | Page 1 | Jump to Page: | |[L.G00)

Record Description
Bradley, B 0521 0000774487
Cooper, ] $937 0000774485
Acuff, M 8563 0000819193

Ttems will be transferred to this location: »
Enter, scan, or click the Search button to specify the 0000786468 1
desired destination:

[oo007E6488 [ Search (=]
~/Make Home Location

The page refreshes with the Box you selected (1). Click Transfer (2) to complete the process.

Message dialogue box
Message

3 transfers were successful

|

The above message appears telling you the transfer to the box is complete.
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II: CREATE FILES FROM THE BOXES TAB

TE ﬁHome g’prerenenoes E Reports ) Requests ’Admm Dashhuard @He\p = print 19:54 » Logaut

Box Size Agency Box # Drive Date Eligible Destruction Date

| [ | [ | [ | [ |
Last Modified Date Destruction Batch # Legacy Tracking #

) =
{0 items) &8

Beginnin
File Ra

Search for the box where you want to create a file:
1. Click the Boxes Item Type Tab.
2. Enter search information into the Quick Search fields.
3. Click Search and continue on the next page.
OR
4. Click Search and View.
5. Select Search and continue below.
See Appendix: Search for tips and shortcuts for using Search.

Search Boxes screen

TE A Home | @ Preferences Enepnns B Requests é.Admm [ oashboard @Help = print
LIN

Search Boxes

Organization: | [
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization NicKname

Search Here: | ] ]

|Current Search:

Agency Name:|

Division Name:|

Business Unit Name:|

Sub Business Unit Name:|

Record Series: |

Organization Quick AIN RSIN Record Series Title Event Based
Description

Search Months Days Event Trigger Archival Vital

Here:

Legal Citations Approval Status

|Current Search:

AIN:|

Record Series Title: |

Years: |

Months: |

Days: |

Event Based:|

Event Trigger:|

Archival:[

Confidentiality: [

Complete any fields (even those in Infolinx System Fields) to find the box you need.
Once you enter your Search information, click Execute.
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Selecting the Box

TE ﬁHumE g’pmferenaes E Reports | ) Requests é’Admm -Dashhuard @Help = print 19:47 »mguut

Organization Quick

Box Barcode e Box Size Agency Box # Drive Date Eligible Destruction Date
[ ] I 1 ] I 1 ]
Create Date Created By Description  Last Madified Date Destruction Batch # Legacy Tracking #

| J | |l J | |l |
- @ (Rollover for Current Search)

[ Activity [ ][ Search and view [¥][ Data Manipulation [ =|[ Data Removal ||| Cart [ © tems) T

Page 1[21[31[41[5]|JumptoPage: | |L.BGO.| &g The search found 01 Boxes

Illdnslve Date Begllllmg File | Ending
le Ra

L] Rai .
Texas Blg State Agency 1f1f2003 Requests for 1 Johnny
L oooo774345 58 Mk RC 1 12/31/2015 alz 12/31/2017 17 Printing/Distribution 2 Agency ‘A
as Big State Agency 1/1/2003- Requests for 1 Johnny
L] booo774346 &ntm\ RC 24 12/31/2015 poo1]ooss 12/31/2017 7 Printing/Distribution 2 Agency c
e State Agency 1/1/2003- Authorization to 1 Johnny
[ oooo774348 [ QL RC 45 155172014 01|68 06/30/2020 1 articipate Cards AC 5 6 rgency [4
[ oooo774349 T‘;;a; P;Egafttate Agency pe al53 1%2132367 68a|9g 12/31/2015 2 Client Questionnaire 8 I + ]
Texas Big State Agency ~ 1/1/2004- I
[ oaoo774zso '9Es BE S RP-356 60 12/31/2005 ac001|zy026 08/31/2056 7 Employee Savings Bonds FE 50 P + ]
Texas Big State Agency 1/1/2008- Employee Earnings 1 Jane
[ oooo77assy 'OEEFO S RC 10 1573172010 days|months 12/31/2020 5 Recorde AC 10 Divicion 4
Texas Blg State Agency 1/1/2015- Issue 2015-01.253 | Issue Employee Earnings |
[ oooo7743s2 [G0r RC 77 153172015 2015-01.9 12/31/2025 5 Records AC 10 P + ]

Select the box that you want to create a file by clicking the hypertext link in the Box Barcode
column.

Two things to remember:

1. Files can be added to one box at a time.

2. Boxes with 4L in the Current Location column are at the State Records Center and they are
prohibited from ha havmg files added to them. If you need to add a file to any box that is at the State
Records Center, request the box to be delivered. Turn to Request Delivery from the State Records
Center: Boxes, Disaster Recovery, Microfilm Reels, Microfiche Bundles, and Files* to learn how
to complete a delivery request for a box.

Creating a File from the View a Box page
ﬁHumE g’pmferenaes ER&puﬂs B requests d’Admm Dashhuard @Help = print 17:51 »mguut

View a Box

[ Activity [ ][ Search and View %[ Data Manipulation [ = |[ Data Removal ||| cart [

Legacy Tracking #: ~

Accessioned: ¥

Permanent Withdrawal:

Locked Dewn: No

ol

Administrative
Audit
Fiscal
Legal

Public Information

Current Location: 1 Johnny Agency €

Home Location: /1

Hub Locatien: ¢ spc - ooooossess

0000774346 24 contents:

0 Files Add New
Infolinx System Fields

Deleted:
Box Barcode: 0000774346

On the Vlew a Box screen, scroll down the page (1) to find the green file icon. Click Add New (2).
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Create a New File screen

ﬁHcma gﬂpmfenemes E Reports | ) Requests ’Admm Dashhcard @Help = print 19:38 »Lngnut

Create a new File

The newly created File will be located in the 0000774346 24 Box
Fields marked with an * are required.

*0rganization: Texas Big State Agency - 988 - Central |
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | ] [ ] [ ] ]
|Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.
Page 1 | Jump to Page: | LGB0
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
@  Texas Big State Agency - 988 Central
*Agency File Name:
Agency Sub File Name:
File Notes:
*O izati
rganization
*0rganization: Texas Big State Agency - 983 - Central |
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: ‘ | | | | | | ‘ | |
|Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: l:l[g]

Business Sub-Unit Name Organization Nickname

@' Texas Big State Agency - 983 Central

Organization populates based upon the Organization assignment for the box.

*Agency File Name

*Agency File Name:

Agency File Name is the name you assign to the file. Any character can be used except for the Pipe
symbol (as explained in the Boxes sections, also in Appendix: Definitions).
Data Example: Print Requests ending 2016-01-15

Agency Sub File Name

Agency Sub File Name:

Agency Sub File Name is an optional field for additional information assigned to the file outside
of the Agency File Name.
Data Example: Employee Incentives

How these fields look when completed:
*QOrganization: [Texas Big State Agency - 988 - Central |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | [

|Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: I:l[g]

Business Sub-Unit Name Organization Nickname

. Texas Big State Agency - 983 Central

*Agency File Name: Print Requests ending 2016-01-15

Agency Sub File Name: Employee Incentives
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File Notes

File Notes:

File Notes is an optional field for information on this file.
Data Example: First half of January 2015

How these fields look when completed:

*0Organization: [Texas Big State Agency - 388 - Central |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: ‘ ‘ | | | | ‘ ‘ | |
[Current Search:There is no current Organization guery. To search Organization, enter your critenia and click the Search button.
Page 1 | Jump to Page: l:l[g
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
®  Texas Big State Agency - 988 Central

*Agency File Name: [Print Requests ending 2016-01-15

Agency Sub File Name: [Employee Incentives

Filz Notes: |First half of January 2015
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Saving
w Save & View | |Save & Close

When the fields are complete, the next step is to Save the information.
These three options are located at the Create a New
File screen’s top right:

e Save & New: Use this to create another file for

Organization Information : Texas Big State Agency - 988 - Central
Agency Name: Texas Big State Agency - 988

Division Name: Central

Agency File Name: Print Requests ending 2016-01-15

thlS bOX. Agency Sub File Name: Employee Incentives
o Save & View: Use this to review the file you just Fletores: frsthaefianuzny 2012
o, . . Locked Down: No
creatqd and to see the box where it is located (1) in Curen ssion: @ s © 4T
TeXLlnX- Home Location: @ 0000774346 24
e Save & Close: Use this if: Hub Locaton: ¢ sec- conmesss

- You have entered information for one file and

it is the only file you need to add to this box

OR

- You have selected Save & New and this is the last file to add to this box.

Creating File dialogue box

Creating File |
File with barcode 0000819194 successfully created at 1/21/2016 8:31:25 AM.

If the above dialogue box does not appear, and you are returned to the Create a New File screen, an

error message appears at the top of the screen. Correct the error message and click the save option

you selected.

When the above screen appears, it includes the File Barcode that was generated for this file. The

File Barcode is the unique identification number applied to each item created in TexLinx. Click

OK. Then, if you selected:

e Save & New: Another Create a New File screen appears. The Organization field carries
forward from the previous file created but it is editable.

e Save & View: View a File is the screen for you to review the file you just created and to see the
box information where the file is located (as illustrated above) in TexLinx.

e Save & Close: The file has been saved in TexLinx and the file has been placed into the box in
TexLinx.
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IHI: CREATE FILES USING DATA SHEET

Data Sheet is used in the style of a spreadsheet to create multiple Files that you will then assign to
a box or boxes.

ﬁHnme P Preferences a Reports ) Requests ;Admm Dashhuard @He\p = print

= Agency File Name Agency 5ub File Name

I | [ I
Creale Date Created By Description Last Modifi 2 te
|

|l
- - (Rollover for Current Search)

[ Activity [=][ Search and View ||| Data Manipulation | = |[ Data Removal [ =] cart [ =] (0 items) T
Page 1| Jump to Page: | |[LG0] &

M File Barcode: [)l'ginlzalnn Quick Des ent Location

1. Click the Files item type tab.
2. Click Data Manipulation in the Action Menus.

3. Select Create from the dropdown menu.

Create New Files data Sheet

TE ﬁHumE g’pmferenaes E Reports | B Requests d’Admm Dashhuard @Help = print 19:21 »mguut

Create new Files

Fields marked with an * are required.

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

*0rganization:

Search Here: | |
\Current Search:Find all Organization where Agency Name Contains 'S88'.

[earch] [Clear |
Page 1 | Jump to Page: | ]G0
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

) Texas Big State Agency - 988
) Texas Big State Agency - 988 Central

Texas Big State Agency

! Texas Big State Agency - 988 East

) Texas Big State Agency - 988 West
) Texas Big State Agency - 988 Morth
) Texas Big State Agency - 988 South

Agency File Name* | Agency Sub File Name File Notes
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All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

*Organization

*0rganization: |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | | | ‘ | | | | |

Current Search:Find all Organization where Agency Name Contains '988'. Search Clear

Page 1 | Jump to Page: I:l Go

) Texas Big State Agency - 588 Texas Big State Agency
() Texas Big State Agency - 9838 Central
) Texas Big State Agency - 588 East
() Texas Big State Agency - 9838 West
O Texas Big State Agency - 988 MNorth
(0 Texas Big State Agency - 938 South

Select the Organization within the agency associated with this set of files by clicking the button on
the left side of the screen or use the Quick Search fields (1) to reduce the number of options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

Data Fields

I:I Agency File Name™® | Agency Sub File Name | File Notes |

There are up to four data field columns to complete for each line of information on the Data Sheet.
Most of these are completed the same way they were in the earlier areas of this section; the only

Setting up the Data Sheet

The data sheet has as many available file data entry rows as your Preferences allow. Keep in mind
that the data sheet processes with file data entry rows that have no information. But if you need
extra container data entry rows, there is an easy way to adjust that.

To increase/decrease the number of file data entry lines in the data sheet:

1. click Preferences at the top of the screen in the Navigation Menu.

2. click Home Page.

3. edit the number that appears in the field for Number of records per page displayed in grid.

4. click Save.

* Activate File Row Checkbox

@h Agency File Name* |
Ommp |

The first thing to do when creating a file using Data Sheet is to click the checkbox (1) on the left
side of the data sheet for each file you are creating. If you have changed your Preferences in the
earlier step so that your data sheet uses every row to create a file, click the checkbox (2) at the top
of the data sheet on the left side of the column label names. This automatically activates each
container row.

Any line activated with a checkbox must be completed when the data sheet is processed.
Do not click the checkbox for more containers than you need.
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*Agency File Name

Agency File Name™ |

Agency File Name is the name you assign to the file. Any character can be used except for the Pipe
symbol (as explained in the Boxes sections, also in Appendix: Definitions).

Data Example: File 2379

Agency Sub File Name

| Agency Sub File Name |

Agency Sub File Name is an optional field for additional information assigned to the file.

Data Example: Router 82

File Notes

| File Notes |
| |

File Notes is an optional field for information on this file.
Data Example: June-Sept 2015

How these fields look when completed:

*Drganization: Texas Big State Agency - 938 - Fast

Agency Name Division Name Business Unit Name

Business Sub-Unit Name Or Nickname

Search Here: | | ] [

Current Search:Find all Organization where Agency Name Contains "988'.

Page 1| Jump to Page: [ |LGo. |

Texas Big State Agency - 988

Texas Big State Agency - 988 Central
fé' Texas Big State Agency - 988 East
B Texas Big State Agency - 988 West
Texas Big State Agency - 988 Morth
Texas Big State Agency - 988 South

Agency File Name™ Agency Sub File Name File Notes

VIFile 2379 Router 82 Wune-Sept 2015

File 2330 Router 83 June-Sept 2015
VIFile 2381 Router 84 WJune-Sept 2015
VIFile 2382 Router 85 Wune-Sept 2015

59

Texas Big State Agency



Files

Saving
| Save & New | |Save & Close| [Cancel

When the fields are complete, the next step is to Save the information.

These three options are located at the Create a New File screen’s top right:

e Save & New: Use this to create another Data Sheet.

o Save & Close: Use this if you do not need to complete another Data Sheet.

Creating File dialogue box

Creating File |

This will create 4 Files. This may take several minutes. Click Ok to continue creating Files or Cancel to cancel this operation.

Ok Cancel

If the above dialogue box does not appear telling you how many boxes are to be created, you are

returned to the Create New Boxes data sheet screen. An error message appears at the top of the data

sheet screen. Correct the error and click the save option you selected.

When the above screen appears, Click OK. Then, if you selected:

e Save & New: Another Create New Files data sheet screen appears. The Organization field
carried forward from the previous files created but the Organization field is editable.

e Save & Close: The files have been saved in TexLinx and the Files homepage appears. If you
are ready to transfer the files to a box, continue on to the next page.

When you click OK, it might appear nothing is happening but do not click OK more than

once or TexLinx will duplicate the number of files you are creating.
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Transferring Files to a Box

Two rules to remember when transferring Files into a Box in TexLinx:
1. The Organization for the Box should match the Organization for the Files.
2. Files are transferred to one Box at a time.

Place files into a box at your agency
TE ﬁunme @'prerenanm; aRepnﬂs B requests #Admin Dashhuard @He\p (= print 17:15 »Lnguut

- ‘Organization Quick =
File Barcode, e Agency File Name Agency Sub File Name

\ gfi\} I | [ I
Cre Created By 3 Jription  Last Modified Date m
f I |

(Rollover for C nt Search)

) =
(0 items) &&

he search found 0 Files

on Agency File Name Current Location

If the files you just created do not appear in the homepage grid on the Files item type tab page:
1. Enter search information into the Quick Search fields.
2. Click Search and continue on the next page.
OR
3. Click Search and View.
4. Select Search and continue below.
See the Appendix section Search on tips and shortcuts for using Search.

Search Files screen

I 3 ﬁHmma @F Preferances E Reports | ), Requests #Admm Dashhnard @Halp = ent 19:40 w\_uguut

Search Files

Organization: | ,
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization NicknaMe

Search Here: | ] 1 ] [ ][ ]
Current Search:

Agency Name:|

Division Name:|

Agency File Name:

Agency Sub File Name:

File Notes:

Locked Down:[  [+v]

Infolinx System Fields

Deleted:[ [v]

File Barcode:|

Complete any fields (even those in Infolinx System Fields) to find the files you need.
Once you enter your Search information, click Execute.
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Search Results for Files, Select Files

e Preferences Reports Requests 2dmin | [[8] Dashboard Help | = print 19:58
[~ ]

Organization Quick _
D iption Agency File Name Agency Sub File Name

\ | [ |
Create Date Created By Description Last Modified Date
[ | [ | [ |

- [E] (Rollover for Current Search)

=
(0 items) &%

Page } | Jumptplage: [ J[LGO | Eg  The search found 15 Files
B

0 0000819199 Texas Big State Agency - 988 1 1 Johnny Agency o
O 0000797476 Texas Big State Agency - 988 2 1 Johnny Agency &
0 Texas Big State Agency - 988 3 1 Johnny Agency o
O 0000797461 Texas Big State Agency - 988 4

1 Johnny Agency €

These are the files found as a result of your Search.

To select individual files, click the checkbox of that item (1).

To select all files on this screen, click the select all checkbox in the orange ribbon (2).
A setting in Preferences could limit the number of files that appear on a single screen
page. Clicking the Select All checkbox selects the items on this single page, not the items on every

page (if there is more than one page noted above the orange ribbon). To increase/decrease the
number of files viewable on a single screen page:

1. Click Preferences at the top of the screen in the Navigation Menu.
2. Click Home Page.

3. Edit the number that appears in the field for Number of records per page displayed in grid.
4. Click Save.

Adjusting this setting in Preferences results in the homepage grid on all item type tabs to be
adjusted.

A. Transferring Files to a Box
TE ﬁHome @.pmrerences Enepm; B requests Gﬂadmin Dashlmard @Help (= print 18:45 »Lnguut

Organization Quick ;
b iption Agency File Name Agency Sub File Name

| I | [ | [
Created By Description Last Modified Date

Rollover for Current Search

=
(0 items) &8

Current Location

8 sohony geney ©
1 Johnny Agency o
1 Johnny Agency &)
1 Johnny Agency o

Texas Big State Agency -

tol‘ Texas Big State Agency -

0000797462 Texas Big State Agency - 988

BW N e

0000797461 Texas Big State Agency - 988

After you have selected the file(s) you want to place into a box:
3. Click Activity.
4. Select Transfer.
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B. Transfer Items screen
ﬁHoma gﬂpneferemes ER&pnr‘s B reguests éﬂAdmm UDashhcard @Help = print 19:40 »Loguut

Transfer Items

Items to be transferred:

Change This List @ | Page 1 | Jump to Page: l:l

Record Description
4 0000757461

3 0000797462
2 0000797476

10000819199

Items will be transferred to this location: 3
Enter, scan, or click the Search butten to sp | | -?
desired destination:

[Cmake Home Location

The Transfer Items screen. This details the files you have selected (1) to place into a box . To find
the box in TexLinx, click Search (2).

Do not click the checkbox for Make Home Location (3) at any point in this process. The
system will activate this checkbox later in the process.

Search Tabs
ﬁHcma #Pr\efenenc\es EREDDHE B requests é’Admm mDashhcard @Help = print 19:43 »mguut

Transfer Items

Ttems to be transferred:
Change This List @ | Page 1 | Jump to Page: [Ge |
Record Description
4 0000737461
3 0000757462
2 0000757476
10000819192

Items will be transferred to this location:

Enter, scan, or click the Search | | ?
button to specify the desired u
destination:
& rnaiviauas) B [Eioessens]
Individuals Barcode e User ID First Name Last Name Email
Description
Role Meodified Date
ry—
- - (Rollover for Current Search)
r y
Page 1 Jumpto Page:[ JLBO | The search found 1 Individual
Individuals Barcode User ID First Name Last Name Job Title Email Role
7 0000774385 IohnnyAgency Johnny Agency admin. Staff NO EMAIL PROVIDED Records Center User
A\ v

[“Make Home Location

When you click the Search button, the above Search tabs appear. Click the Boxes tab. Remember,
the white tab is the tab you where you are working. Orange tabs are the ones where you are not
working.

Search Tabs: Boxes

| indbdsaats)| (= oo | [ifuocations|

Mo Marood Agesy Hame Division hamae B Sizn Igpﬂlnl Duivee Duabe
| 1L 11 11 ) I
Elgibde Destroction Dabe  Create Dule ) Iauuhm qum-mm- Inumum; Imuvrma

[T T e ——

Miglon Horr Localan

Complete any of the Quick Search fields (1) to find the Box where you want to place the File(s)
and click Search (2).
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Select the Box

ﬁHcma QP Preferences EREDDHE B requests ’Admm Dashhcard @Help = print

19:45

Transfer Items

Items to be transferred:

Change This List o

Page 1 | Jump to Page: || LG0. ]
4 0000797461
3 0000797462
2 0000797476
10000819198

Items will be transferred to this location:

Enter, scan, or click the Search
button to specify the desired
destination:

|“Search | 2
© [meviduals | £ Bore: | [ cocations||

D — Organization Quick

Description Box Size Agency Box # Drive Date Eligible Destruction Date
[0000774352 or 00007747 | ][ ] | ][ ] [
Create Date Created By Description Last Modified Date Destruction Batch # Legacy Tracking #

L
(Rollover for Current Search)

Page 1 | Jump to Page: l:l The search found 4 Boxes

Organization

Beginning File

() 0000786468 State Agency RC 1 1%21?’2365 alz 11/15/2020
- 988

to Participate AC
Cards

Quick | Ending File Event Destruction Current
Description Range Title Based Years Months Batch # Location
~ Texas Big Issue 2015- Employee
(O 0000774352 State Agency RC 77 i%ﬁ?’égis 01.23 | Issue 12/31/2025 & Earnings AC 10 I + ]
- 938 - East 2015-01.29 Records
. Texas Big _
() 0000774353 State Agency RC 1008 Béﬂgéﬁgi’g water]| air 08/31/2063 24 ﬁ‘f:gi;eiim FE 50 P + ]
- 588
~ Texas Big _
O oo 54 State Agency RC b67 Bgﬁéﬁgﬁ paper|aluminum 12/31/2034 35 éﬁg‘:"““‘e av 20 T+ ]
- 988
Texas Big Authorization

Agency

iJuhnn\f [+ ]

4

[[Mske Home Location

Select the box you want to place the file(s) by clicking the button on the left (1). Remember, boxes
with 4 in the Current Location column (2) are at the State Records Center and cannot have files
added to them. Also, remember the Organization (Agency Name and Division) for Files should
match the Organization for Boxes. If the Box where you want to place the Files is at the State
Records Center, request the box to be delivered from the State Records Center so you can add the
file to the box.

Final Step: Transfer the File(s) to the Box
A tom= | P preferences Eﬁepuﬂﬁ B requests d’Admm [ oashicard @Help = print

17:27

Transfer Items

Clicking the Transfer button will move the following items to the ' 0000786468 1' Box

Change This List & | Page 1 | Jump to Page: [
Record Description
4 0000797461
3 0000757462
2 0000757476
1 0000815199

Items will be transferred to this location:

Enter, scan, or click the Search button to spi

he 0000786468 1 ;

desired destination:

[oo00786465
~Make Home Location

[CSeaeh =]

The page refreshes with the Box you selected (1). Make Home Location is checked (2)
automatically. Click Transfer (3) to complete the process.
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Message dialogue box

4 transfers were successful

The above message tells you the transfer of Files to the Box is complete. Click OK and you are
returned to the Files homepage grid. You can see the Files’ Current Location is in the Box you
selected.

-

. ‘Organization Quick .
File Barcode iption Agency File Name Agency Sub File Name
|D0D0797461 or D000797! | | [ ]
Create Date Created By Description Last Modified Date

[ | [ | [ |
- Rollover for Current Search

[ activity [i|[ Search and view [ Data Manipulation [ [ Data Removal [¥2]| cart =] 1 ©items) T
Page 1 | Jump to Page: l:l ﬂ The search found 4 Files

] File Barcode ‘Organization Quick Description= Agency File Name Current Location

O 0000819199 Texas Big State Agency - 988 1 ﬁ 0000786468 1 &
D 0000797476 Texas Big State Agency - 988 2 ﬁ 0000786468 1 o
0 0000797462 Texas Big State Agency - 988 3 ﬁ 0000786468 1 &
O 0000797461 Texas Big State Agency - 988 4 ﬁ 0000786468 1 &
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Disaster Recovery:
Create

ﬁHume g‘pmrerenaes E Reports ) Requests ’Admm Dashhuard @He\p = print

[ Boces 5 Fites § @ Disaster Recovery | B Micrororms || Fiche circulation Jj | ] imaging Production

[B’iai:‘]eer Lzzrnesy DIJ rganii;taig::n Q"k%en 2 iner # Box Type Last Modified Date

\ | [ T | [
- (Rollover for Current Search)

covery

ontainer # Box Type Last Transferred Date Current Location

=
(0 items) &3

1. Click the Disaster Recovery item type tab.
2. Click Data Manipulation in the Action Menus.
3. Select Create from the dropdown menu.

Create a new Disaster Recovery screen
19:52 »mguut

TE A tom= | P preferences Eﬁepuﬂﬁ B requests d’Admm [ oashicard @Help = print

Create a new Disaster Recovery

Fields marked with an * are required.

*Q0rganization:
Business Sub-Unit Name Organization Nickname

|Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: | LGB0

Agency Name Division Name Business Unit Name

Search Here: |

Business Sub-Unit Name Organization Nickname
Texas Big State Agency - Texas Big State Agency

Texas Big State Agency - Central
Texas Big State Agency - East
Texas Big State Agency - West
Texas Big State Agency - Morth
Texas Big State Agency - South

Agency Container #:|

*Box Type:
*Return Type:[ ]




Disaster Recovery: Create

All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

% . .
Organization
*0rganization: |
Agency Name Division Name Business Unit Name Sub Business Unit Name Organization Nickname
Search Here: | | | [ | [ | |
Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button. Search
Page 1 | Jump to Page: l:l Go
Texas Big State Agency - 953 Texas Big State Agency
Texas Big State Agency - 988 Central
Texas Big State Agency - 958 East
Texas Big State Agency - 983 West
Texas Big State Agency - 958 Morth
Texas Big State Agency - 953 South

Select the Organization within the agency associated with this box by clicking the button on the
left side of the screen or use the Quick Search fields (1) to reduce the number of options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

Agency Container #
Agency Container #:| |

Agency Container # is the identification number you assign to this container. This is an optional
field. The Agency Container # can be numbers, letters, symbols, or any combination thereof. The
only restriction: Do not use a Pipe symbol | as part of the Agency Container #. The Pipe symbol is
used in other tabs for Beginning File | Ending File Range.

Data Example: 988-0012

*Box Type

*Box Type:

2RB
3RB
4RB
5RB
RC

Box Type is the size of the Disaster Recovery box created in TexLinx.
e 2RB: larger than the size of one Records Center box up to two Records Center boxes.
o 3RB: the size of up to three Records Center boxes.
e 4RB: the size of up to four Records Center boxes.
5RB: the size of up to five Records Center boxes.
RC: regular-sized Records Center box (1.2 cubic foot box).
A State Records Center employee will confirm Box Size and make corrections, if needed.

How these parts look when completed:

*0rganization:|Texas Big State Agency - 988 - East |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | | | | |

Current Search:There is no current Organization query, To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: I:l Go

Texas Big State Agency - 938 Texas Big State Agency
Texas Big State Agency - 938 Central
'§:' Texas Big State Agency - 5383 East
3 Texas Big State Agency - 938 West
Texas Big State Agency - 938 Morth
Texas Big State Agency - 938 South

Agency Container #:[988-0012

*Box Type:[RC [v]
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*Return Type

*Return Type:
Will Call

Return Type is the Disaster Recovery box’s method of delivery from the State Records Center.
Will Call is the only option currently available. Someone from your agency must use

TexLinx to request delivery when you want this box returned from the State Records
Center.

The Disaster Recovery request to pickup/delivery schedule is as follows:
e Requests submitted from 11 a.m.-3p.m. will be picked up/delivered the morning of the
following regularly-scheduled workday (Monday-Friday).

e Requests submitted after 3 p.m. will be picked up/delivered during the afternoon on the
following regularly-scheduled workday (Monday-Friday).

e Requests submitted until 11 a.m. (Monday-Friday) will be picked up/delivered that
afternoon.

Notes

Notes:

Notes is an optional field used by the agency to assist users to remember something about the box
or about the contents of the box.

Data Example: Tapes are confidential.

How the Create a New Disaster Recovery screen looks when all fields are complete:

*Q0rganization: [Texas Big State Agency - 988 - East |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | | [ |

Current Search:There is no current Organization query. To search Organization, enter your critena and click the Search button.

Search| [Clear |
Page 1 | Jump to Page: I:l Go

) Texas Big State Agency - 983 Texas Big State Agency

() Texas Big State Agency - 988 Central
®  Texas Big State Agency - 988 East
) Texas Big State Agency - 983 West
) Texas Big State Agency - 988 Morth
() Texas Big State Agency - 938 South

Agency Container #:[983-0012
*Box Type:[RC [v]
=Return Type:[Will Call[v/

MNotes: [Tapes are confidential.
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Saving
| Save & New | | Save & View | [Save & Close|

When the fields are complete, the next step is to Save the information.
These three options are located at the Create a New Disaster Recovery screen’s top right:

Save & New: Use this to create another Disaster Recovery box.

Save & View: Use this if you have entered only one Disaster Recovery box and you are ready
to make a Request Pickup.

Save & Close: Use this if:

- You have been selecting Save & New for a set of Disaster Recovery boxes and you are ready
to make a Request Pickup for the boxes.

or

- You want to save the information you have entered for the Disaster Recovery box(es) but you
are not yet ready to make a Request Pickup for the box(es).

Creating Disaster Recovery dialogue box

Creating Disaster Recovery |
Disaster Recovery with barcode 0000819200 successfully created at 1/21/2016 2:51:54 PM.

If the above dialogue box does not appear, and you are returned to the Create a New Disaster
Recovery screen, an error message appears at the top of the screen. Correct the error and click the
save option you selected.

When the above screen appears, it includes the Box Barcode that was generated for this Disaster
Recovery box. The Box Barcode is the unique identification number applied to each item created in
TexLinx. Click OK. Then, if you selected:

Save & New: Another Create a New Disaster Recovery screen appears.

Save & View: View a Disaster Recovery is the screen for you to review the box you just
created. The Disaster Recovery box is saved in TexLink. Turn to Request Pickup to ask the
State Records Center to pickup the Disaster Recovery box if you are ready to make the request.
Save & Close: If you have been clicking Save & New to create a series of Disaster Recovery
Boxes, the boxes have been saved in TexLinx and the Disaster Recovery homepage appears.
Turn to Request Pickup to ask the State Records Center to pickup your items if you are ready
to make the request.
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Microforms:
Use ‘Create’ to Build
Microfilm

Create is used to create one or many microfilm reels one container at a time.

Some information about Microforms

The Microforms item type tab is defined in TexLinx as:

e 16mm Microfilm
— 16-2.5mm (16 millimeter film with a film thickness of 2.5 mil)
— 16-5mm (16 millimeter film with a film thickness of 5 mil)

e 35mm Microfilm

e Microfiche

_ Organization Quick §
Microforms Barcode e Inclusive Date Range

Drive Date Beginning File | Ending ¢ ;0 c ated By Description  Legacy Tracking # Last Modified Date
File Range 2
- - Rollover for Current Search

Agency Reel Inclusive Date  Film  Film  Beginning File | Ending File Fiche
# Rang bt Size _ Rang Count

1. Click the Microforms item type tab.
2. Click Data Manipulation in the Action Menus.
3. Select Create from the dropdown menu.
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CREATE A NEW MICROFORMS screen

TE ﬁHome gﬂwnererennes ERepnﬂs B reauests é.ﬂdmm Dashl:uard @Help (= print 18:57

Create a new Microforms

Fields marked with an * are required.

*0rganization:

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

Search Here: | ] [ ] [ I ][

|Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: | |G

‘Agency Name Organization Nickname
Texas Big State Agency - 988 Texas Big State Agency

Texas Big State Agency - 988
Texas Big State Agency - 988
Texas Big State Agency - 988
Texas Big State Agency - 988
Texas Big State Agency - 988

Imaging Production:

*Record Series:

‘Organization Quick

Description Agency Name Division Name Contact Name

Imaging Production #

Contact Phone # (and
ion)

Search what are you sending us
Here:  to be imaged? (Media
Type)

‘What media are we ‘What size media are we

creating? creating? Duplicate Type of Duplicate

Addition

|Current Search: There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button.

Organization Quick
Description

AIN RSIN Record Series Title Event Based

Search Months Days Event Trigger Archival vital

Here: |

I I ]
Legal Citations Approval Status

|Current Search: There is no current Record Series query. To search Record Series, enter your criteria and click the Search button,

*Film Type:

*Film Size:

*Inclusive Date Range:
*Drive Date:

Override:

*Agency Reel #:
*Beginning File | Ending File
Range:

Fiche Count:

Image Count:

Addition:

I

|
|
——
O

[
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All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

% O . .
rganization
*Q0rganization: |
Agency Name Division Name Business Unit Name Sub Busi Unit Name Organization Nickname
O scorcn Here: | N N N N |
Current Search: There is no current Organization guery. To search Organization, enter your criteria and click the Search button. @

Page 1 | Jump to Page: I:l&

Sub Business Unit Name

Texas Big State Agency - 988 Texas Big State Agency
Texas Big State Agency - 983 Central

Texas Big State Agency - 988 East

Texas Big State Agency - 983 West

Texas Big State Agency - 988 Morth

Texas Big State Agency - 983 South

Select the Organization within the agency associated with the microfilm reel(s) by clicking the
button on the left side of the screen or use the Quick Search fields (1) to reduce the number of
options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

Imaging Production

Imaging Production: |
_ . Organization Quick R Contact Phone # (and
Imaging Production # Description Agency Name Division Name Contact Name extension)
Search What are you sending us " " i
: - What media are we What size media are we - " e
Here:
ere:  to be imaged? (Media creating? creating? Duplicate Type of Duplicate Addition
Type)
Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button. @

Imaging Production is used by the State Records Center when creating storage items produced in
Imaging Production. You do not data enter information into this field.

How these fields look when completed:

*0rganization: [Texas Big State Agency - 988 - Central |
Agency Name Division Name Business Unit Name Sub Business Unit Name Organization Nickname
Search Here: | ] [ ] ] | [
Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. @

Page 1 | Jump to Page: l:l&

Sub Business Unit Name

Texas Big State Agency - 983 Texas Big State Agency
Texas Big State Agency - 583 Central

Texas Big State Agency - 983 East

Texas Big State Agency - 583 West

Texas Big State Agency - 983 MNorth

Texas Big State Agency - 988 South

Imaging Production: |

- - Organization Quick o Contact Phone # (and
Imaging Production # Description Agency Name Division Name Contact Name extension)

Search What are you sending us
Here: to be imaged? (Media
Type)

Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button. @
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*Record Series

*Record Series: |

Organization Quick

Description AIN RSIN Record Series Title Event Based Years
C . | | | N | | N | | |

Search Months Days Event Trigger Archival Vital Remarks
Here: | | | | | |
Legal Citations Approval Status
|Current Search:There is no current Record Series query. To search Record Series, enter yvour criteria and click the Search button.
Page 1[2][3]1[4]]Jump to Page: [*]
Organization Quick Event Event
Description AIN RSIN Record Series Title Based Years Months Days Trigger Archival vital
~ Texas Big State Agency - Authorization to 15-988-
_ 1 Participate Cards ac 5 6 A False oot Approved
(y Texas Big State Agency - Client Questionnaire 3 False 53'2988' Approved
O Texas Big State Agency - 3 Data Entry Form AC 2 6 True 33-3988- Approved
«~ Texas Big State Agency - Notice of Possible 15-958-
- 4 Eligibility 15 False oo Approved

Record Series is the Record Series Title on the agency’s Records Retention Schedule the
microfilm reel(s) are to be assigned. Select the Record Series Title by clicking the button on the left
side of the screen. Initially, every Record Series available for storage appears. Use the Quick
Search fields (1) to narrow the selection of available Record Series Titles.

If there is a Record Series you need that does not appear, contact your agency’s Records
Management Olfficer to resolve this issue.

*Film Type

*Film Type:

Duplicate-Diazo
Duplicate-Microfiche
Duplicate-Silver
Microfiche
Original
Scans
Film Type: The only two options for microfilm stored at the State Records Center are:
e Duplicate-Silver: More durable microfilm used for archival and permanent information.
e Original: The first generation of a roll of microfilm.
UAETNEY The other options not available for microfilm storage at the State Records Center are

used either for microfiche or for Imaging Production.

How these fields look when completed:

*Record Series: 2 - Client Questionnaire |
el Quick AIN RSIN Record Series Title Event Based Years
Search Months Days Event Trigger Archival Vital Remarks
Here: | | | | | | |
Legal Citations Approval Status
‘Current Search:There is no current Record Series query. To search Record Seres, enter your criteria and click the Search button.
Page1[2][3]1[4] ] Jump to Page: I_I[*]
Organization Quick Event Event
Description AIN RSIN Record Series Title Based Years Months Days Trigger Archival vital
~ Texas Big State Agency - Authorization to 15-988-
A 1 Participate Cards AC 5 6 A False 001 Approved
(O] Texas Big State Agency - 2 Client Questionnaire 8 False cl'gfsa’ Approved
O ';ggas Big State Agency - 3 Data Entry Form AC 2 6 True ég;sa- Approved

*Film Type:[Original __ [v]
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*Film Size

*Film Size:
MICROFICHE
MR16-2.5 MIL

MR16-5 MIL:
MR35
Scan - B&W 200 DPI

Scan - B&W 300 DPI

Scan - B&W 400 DPI

Scan - B&W 600 DPI

Scan Large Format - 200-300 DPI
Scan Large Format - up to 600 DPI
Scan Microfiche to digital

Scan Microform to Digital

Film Size: The only options for microfilm are:
e  MR16-2.5 MIL: 16 millimeter film with a thickness of 2.5 mil
e  MR16-5 MIL: 16 millimeter film with a thickness of 5 mil
e  MR3S5: 35 millimeter film
1 mil = 0.001 of an inch
The other options not available for microfilm storage at the State Records Center are used either
for microfiche or for Imaging Production.

*Inclusive Date Range

#Inclusive Date Range:| |

The Inclusive Date Range can be completed in one of two ways:

e Use the same beginning and ending date information for all microfilm reels to be created (if
more than one reel is being created). This method results in the same Eligible Destruction Date
for all of the reels.

o Use a unique set of beginning and ending inclusive dates for each microfilm reel to be created.
This method results in a different Eligible Destruction Date for each reel.

The date information is entered in this format with no spaces:

MM/DD/YYYY-MM/DD/YYYY

If the Beginning Date and the Ending Date are the same, you must enter the same date twice.

Example: 12/31/2015-12/31/2015.

Data Example: 01/01/2012-09/30/2015 or 1/1/2012-9/30/2015 or 1/1/12-9/30/12

How these fields look when completed:
*Film Size:[MR35 ~]

*Inclusive Date Range:[01/01/2012-09/30/2015
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*Drive Date

*Drive Date:| | =

Enter a date MM/DD/YYY'Y or click the Calendar Icon to select a Drive Date. The Drive Date is
used in conjunction with Total Retention (Event Based, Years, Months, Days) to calculate an
Eligible Destruction Date.
Do not use a hyphen within the date. Please see Appendix: Calculate the Drive Date for
more information.
Data Example: 08/01/2015

Override

Override: []

Override is an optional tool to change the Drive Date when an automatic calculation occurs under

these two conditions:

o FE or CE is used in Event Based on the agency's Records Retention Schedule.

e Only years and/or months and/or days are the Total Retention on the agency’s Records
Retention Schedule (and no acronym used as Event Based).

Under either of those two conditions, the Drive Date is going to auto calculate by TexLinx. If a

Drive Date different from the TexLinx auto calculation is needed, you must click this checkbox to

override the Drive Date that calculates and enter the Drive Date you want to use in the Drive Date

field.

*Agency Reel #

*Agency Reel #:| |
Agency Reel # is the identification number you assign to this microfilm reel.
The Agency Reel # can be numbers, letters, symbols, or any combination thereof. The only
restriction: Do not use a Pipe symbol | as part of the Agency Reel #. The Pipe symbol is explained
in Beginning File | Ending File Range.
Data Example: Reel 16

How these fields look when completed:
*Drive Date:[09/30/2015 o

Override:[]

*Agency Reel #:[Reel 16
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*Beginning File | Ending File Range

*#Beginning File | Ending File
Range:

The Beginning File | Ending File Range is composed of the first image on the microfilm reel and
the last image on the reel. The Pipe symbol is used as a separator between the beginning file and
the ending file. The Pipe symbol is created by holding down SHIFT on the keyboard and pressing
the backslash key ( SHIFT \).

If the Beginning File and the Ending File are the same, enter SAME as the Ending File
name.
In the below example, a space appears before and after the Pipe for illustrative purposes only.
Data Example: 2012 Survey | 2015 Survey

Fiche Count

Fiche Count:| |

Fiche Count is used for microfiche only. You do not enter information into this field.

Image Count

Image Count:| |

Image Count is used by the State Records Center. You do not enter information into this field.

Addition

Addition:

Addition is used by the State Records Center. You do not data enter information into this field.

Notes

Notes:

Notes is an optional field to assist users to remember something about this microfilm reel.
Data Example: 2015 Survey thru the end of September

How these fields look when completed:

*Beginning File | Ending File 2012 Survey | 2015 Survey
Range:

Fiche Count:| |

Image Count:| ]

Addition:

Motes: 2015 Survey thru the end of September
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Completed: Create a New Microforms screen:
ﬁHnma gﬂprerananegs aRepnﬂs 8 requests ;Admin mnashhuard @Help (= print 11:32 »Lngcut

Create a new Microforms

Fields marked with an * are required.

*0rganization: [Texas Big State Agency - 988 - Central

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | ] [ ] ] ]

\Current Search: There is no current Organization query. To search Grganization, enter your criteria and dlick the Search button.

Page 1 | Jump to Page: | ]GO

iness Sub-Unit Name Organization Nickname
Texas Big State Agency - 988 Texas Big State Agency
Texas Big State Agency - 988 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 988 West
Texas Big State Agency - 988 North
Texas Big State Agency - 988 South

Imaging Production: |

Organization Quick
Description

Contact Phone # (and
ion)

Imaging Production # Agency Name Division Name ‘Contact Name

Search what are you sending us
Here:  to be imaged? (Media
Type)

What media are we ‘What size media are we
reating? creating?

|Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button.

Duplicate Type of Duplicate Addition

*Record Series: 2 - Client Questionnaire |

gg'::.:;::" Quick RSIN Record Series Title Event Based

Search Months Event Trigger Archival Vital
Here: | | | ‘ ‘ | |

Legal Citations Approval Status
| [ |

|Current Search:There is no current Record Series query. To search Record Series, enter your criteria and click the Search button,

Page 1[2]1[31[4 ] Jumptorage:[ | Go |

—~ Texas Big State Agency - 1 Authorization to 15-988-
- Participate Cards 001

. ;;’:S Big State Agency - 5 Client Questionnaire 83_2%8_ Approved

Approved

) Texas Big State Agency - 5 Data Entry Form ll)g—ssaa— Approved

-, Texas Big State Agency - Notice of Possible 15-988-
- Eligibility 004

15-588-
005

Approved

O joxas Big State Agency - Eligible Cases Approved
~, Texas Big State Agency - Employee Earnings 15-988-
- g8s d: 006

Records Approved

") Texas Big State Agency - Employes Savings Bonds Approved

15-988-
007
~ Texas Big State Agency - Employee Deduction 15-983-
-~ 988 Authorizations 008 Approved
15-583-
009
~ Texas Big State Agency - Internal Fiscal 15-988-
- ggg Management Reports 010

 Texas Big State Agency -

External Reports Approved

Approved

*Film Type:[Original__ Tv/]

*Film Size:[MR35

=Inclusive Date Range:[1/1/2012-9/30/2015

*Drive Date:(3/30/2015 p)

override:[]

*Agency Reel #:[Reel 16

*Beginning File | Ending File[2012 Survey | 2015 Survey
Range:

Fiche Count:|

Image Count:|

Addition:

Notes: [2015 Survey thru the end of September
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Saving
| Save & New | | Save & View | [Save & Close|

When the fields are complete, the next step is to Save the information.
These three options are located at the Create a New Microforms screen’s top right:

Save & New: Use this to create another microfilm reel.

Save & View: Use this if you have entered only one microfilm reel and you are ready to make a
Request Pickup.

Save & Close: Use this if:

- You have been selecting Save & New for a set of microfilm reels and you are ready to make a
Request Pickup for the reels.

or

- You want to save the information you have entered for the microfilm reel(s) but you are not
yet ready to make a Request Pickup for the reel(s).

Creating Microform dialogue box

Creating Microform |
Microform with barcode 0000819202 successfully created at 1/22/2016 12:18:53 PM.

If the above dialogue box does not appear, and you are returned to the Create a New Microform
screen, an error message appears at the top of the screen. Correct the error and click the save option
you selected.

When the above screen appears, it includes the Microform Barcode that was generated for this
microfilm reel. The Microform Barcode is the unique identification number applied to each item
created in TexLinx. Click OK. Then, if you selected:

Save & New: Another Create a New Microform screen appears. Some fields carried forward
from the previous reel created but all fields are editable.

Save & View: View a Microform is the screen to review the microfilm reel you just created.
The reel has been saved in TexLink. Turn to Request Pickup to ask the State Records Center to
pickup the reel if you are ready to request pickup.

Save & Close: The microfilm reel(s) has/have been saved in TexLinx and the Microforms
homepage appears. Turn to Request Pickup to ask the State Records Center to pickup your
microfilm reel(s) if you are ready to make the request.

81



Microforms: Use ‘Create’ to Build Microforms

NOTES

82




Microforms:
Use ‘Create’ to Build
Microfiche Bundles

Create is used to create one or many microfiche bundles one container at a time.

Some information about Microforms

The Microforms item type tab is defined in TexLinx as:

e 16mm Microfilm
— 16-2.5mm (16 millimeter film with a film thickness of 2.5 mil)
— 16-5mm (16 millimeter film with a film thickness of 5 mil)

e 35mm Microfilm

e Microfiche

Bundle Microfiche Jackets

It is a good rule to bundle microfiche jackets before data entering the information into TexLinx. A
jacket is a single sheet of microfiche containing many images of microfilm sliced and inserted into
microfiche jackets. A bundle is a small collection of microfiche jackets using the same Record
Series Title that have been manually separated from a large amount of microfiche jackets.

e Separate the microfiche jackets into bundles. It is a good way to get organized and this helps the
State Records Center research and pull microfiche jackets or microfiche bundles when a
delivery request is received.

o The bundles can be divided into any amount you like but a good measure is to keep each bundle
to less than 200 microfiche jackets.

o When you are completing TexLinx data entry, each bundle you create is a separate container
and you need to know the amount of microfiche jackets you have in each bundle.

When the Imaging Department at the State Records Center creates microfiche jackets
from microfilm reels and returns them to an agency, a bundle is created from each reel.

If the microfiche jackets are not in protective envelopes, please place an empty envelope or index

card at the start and end of each bundle. It is highly suggested that jackets be placed in envelopes.

‘Hnme £® Preferences E]Rprls B requests #Admm

[ oashboara @H Ip | (= Print 19:57 P Losout

Organization Quick
Description

Microforms Barcode Agency Name Division Name Agency Reel # Inclusive Date Range

\ | [ | 1 | | [ |

Drive Date E‘Iag';;‘r'l"gg File | Ending o0 2 Created By Description  Legacy Tracking # Last Modified Date

\ | | | I | |
(Rollover for Current Search

( Activity ‘-” Search and View |n Data Manipulation |ﬂ” Data Removal |n” Cart |n] [ items)ﬁ:

Page 1| Jump to Page DW&.II{M
Data Sheet

Update
Bulk Update
Search & Replace

Click the Microforms item type tab.
. Click Data Manipulation in the Action Menus.
3. Select Create from the dropdown menu.

o —
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Microforms: Use ‘Create’ to Build Microfiche Bundles

CREATE A NEW MICROFORMS screen

TE& ﬁHome gﬂwnererennes ERepnﬂs B reauests é.ﬂdmm Dashl:uard @Help (= print 18:57

Create a new Microforms

Fields marked with an * are required.

*0rganization:

Imaging Production:

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organizati

ion Nickname

Search Here: | ] [ ] [ I ][

|Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: | |G

Agency Name i Business Sub-Unit Name

Organization Nickname

Texas Big State Agency - 988 Texas Big State Agency

() Texas Big State Agency - 088 Central
() Texas Big State Agency - 986 East
() Texas Big State Agency - 986 West
() Texas Big State Agency - 988 North
) Texas Big State Agency - 988 South

Imaging Production #  Organization Quick Agency Name Division Name Contact Name
Description

Contact Phone # (and
ion)

Search what are you sending us " . i
Here:  to be imaged? (Media What media are we ‘What size media are we

creating? creating? Duplicate Type of Duplicate
Type)

Addition

|Current Search: There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button.

*Record Series:

Organization Quick -
Description AIN RSIN Record Series Title Event Based

Search Months Days Event Trigger Archival vital

Here: | I I ]
Legal Citations Approval Status

|Current Search: There is no current Record Series query. To search Record Series, enter your criteria and click the Search button,

*Film Type:

*Film Size:

*Inclusive Date Range:

*Drive Date:

override:[J

*Agency Reel #:|

*Beginning File | Ending File
Range:

Fiche Count:|

Image Count:|

Addition:
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All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

% O . .
rganization
*Q0rganization: |
Agency Name Division Name Business Unit Name Sub Busi Unit Name Organization Nickname
O scorcn Here: | N N N N |
Current Search: There is no current Organization guery. To search Organization, enter your criteria and click the Search button. @

Page 1 | Jump to Page: I:l&

Sub Business Unit Name

Texas Big State Agency - 988 Texas Big State Agency
Texas Big State Agency - 983 Central

Texas Big State Agency - 988 East

Texas Big State Agency - 983 West

Texas Big State Agency - 988 Morth

Texas Big State Agency - 983 South

Select the Organization within the agency associated with the microfiche bundle(s) by clicking the
button on the left side of the screen or use the Quick Search fields (1) to reduce the number of
options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

Imaging Production

Imaging Production: |
_ - Organization Quick _— Contact Phone # (and
Imaging Production # Description Agency Name Division Name Contact Name extension)
Search what are you sending us " i i
: - What media are we What size media are we - " e
Here:
ere:  to be imaged? (Media creating? creating? Duplicate Type of Duplicate Addition
Type)
Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button. @

Imaging Production is used by the State Records Center when creating storage items produced in
Imaging Production. You do not enter information into this field.

How these fields look when completed:

*0rganization: [Texas Big State Agency - 988 - Central |
Agency Name Division Name Business Unit Name Sub Business Unit Name Organization Nickname
Search Here: | ] [ ] ] | [
Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. @

Page 1 | Jump to Page: l:l&

Sub Business Unit Name

Texas Big State Agency - 983 Texas Big State Agency
Texas Big State Agency - 583 Central

Texas Big State Agency - 983 East

Texas Big State Agency - 583 West

Texas Big State Agency - 983 MNorth

Texas Big State Agency - 988 South

Imaging Production: |

- - Organization Quick o Contact Phone # (and
Imaging Production # Description Agency Name Division Name Contact Name extension)

Search What are you sending us
Here: to be imaged? (Media
Type)

Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button. @
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Microforms: Use ‘Create’ to Build Microfiche Bundles

*Record Series

*Record Series: |
Organization Quick

Description AIN RSIN Record Series Title Event Based Years
C . | | | N | | N | | |

Search Months Days Event Trigger Archival Vital Remarks
Here: | | | | | |
Legal Citations Approval Status
|Current Search:There is no current Record Series query. To search Record Series, enter yvour criteria and click the Search button.
Page 1[2][3]1[4]]Jump to Page: [g]
Organization Quick Event Event
Description AIN RSIN Record Series Title Based Years Months Days Trigger Archival vital
~ Texas Big State Agency - Authorization to 15-988-
_ 1 Participate Cards ac 5 6 A False oot Approved
QO Texas Big State Agency - 2 Client Questionnaire 8 False 53-2988- Approved
O Texas Big State Agency - 3 Diata Entry Form AC 2 ] True 33-3988- Approved
«~ Texas Big State Agency - Notice of Possible 15-958-
g “ Eligibility 15 False oo Approved

Record Series is the Record Series Title on the agency’s Records Retention Schedule the
microfiche bundle(s) is/are to be assigned. Select the Record Series Title by clicking the button on
the left side of the screen. Initially, every Record Series available for storage appears. Use the
Quick Search fields (1) to narrow the selection of available Record Series Titles.

If there is a Record Series you need that does not appear, contact your agency’s Records
Management Olfficer to resolve this issue.

*Film Type

*Film Type:

Duplicate-Diazo
Duplicate-Microfiche
Duplicate-Silver
Microfiche

Original

Scans

Film Type: Select Microfiche.
The other options not available for microfiche storage at the State Records Center are
used either for microfilm or for Imaging Production.

How these fields look when completed:

*Record Series: 4 - Nofice of Possible Eligibility |
g;’;z:;:;:::" Quick AIN RSIN Record Series Title Event Based Years
| | | N | N |
Search Months Days Event Trigger Archival Vital Remarks
Here: | [ | | | | |
Legal Citations Approval Status
'Current Search:There is no current Record Series query. To search Record Series, enter your criteria and click the Search button,

Page1[2][3]1[4] |JumptoPage:\_|[gl

Event Event

AIN RSIN Record Series Title Based Years Months Days Trigger Archival Vital
O Texas Big State Agency - N ':::I::I;;ig?a:gs AC 5 5 a False égi‘BBﬁ- Approved
Q Texas Big State Agency - z Client Questionnaire 8 False 53-2983- Approved
() TexasBig State Agency - 4 Data Entry Form AC 2 6 True 53739887 Approved
® Texas Big State Agency - 4 gl‘i};iig;i:; Possible is False 63&9887 Approved

“Flim Type:
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*Film Size

*Film Size:
MICROFICHE

MR16-2.5 MIL

MR16-5 MIL

MR35

Scan - B&W 200 DPI

Scan - B&W 300 DPI

Scan - B&W 400 DPI

Scan - B&W 600 DPI

Scan Large Format - 200-300 DPI
Scan Large Format - up to 600 DPI
Scan Microfiche to digital

Scan Microform to Digital

Film Size: Select Microfiche.
The other options not available for microfiche storage at the State Records Center are
used either for microfilm or for Imaging Production.

*Inclusive Date Range

*Inclusive Date Range:| |

The Inclusive Date Range can be completed in one of two ways:

o Use the same beginning and ending date information for all microfiche bundles to be created (if
more than one bundle is being created). This method results in the same Eligible Destruction
Date for all of the reels.

e Use aunique set of beginning and ending inclusive dates for each microfiche bundle to be
created. This method results in a different Eligible Destruction Date for each bundle.

The date information is entered in this format with no spaces:

MM/DD/YYYY-MM/DD/YYYY

If the Beginning Date and the Ending Date are the same, you must enter the same date twice.

Example: 12/31/2015-12/31/2015.

Data Example: 10/15/1998-08/31/2015 or 10/15/1998-8/31/2015 or 10/15/98-8/31/15

*Drive Date
*Drive Date:| | =*

Enter a date MM/DD/YYYY or click the Calendar Icon to select a Drive Date. The Drive Date is
used in conjunction with Total Retention (Event Based, Years, Months, Days) to calculate an
Eligible Destruction Date.

Do not use a hyphen within the date. Please see Appendix: Calculate the Drive Date for
more information.

Data Example: 08/01/2015

How these fields look when completed:
*Film Size:|MICROFICHE l'

*Inclusive Date Range:[10/15/1998-08/31/2015

#Drive Date:[08/31/2015 | =
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Override

override: []

Override is an optional tool to change the Drive Date when an automatic calculation occurs under

these two conditions:

e FE or CE is used in Event Based on the agency's Records Retention Schedule.

e Only years and/or months and/or days are the Total Retention on the agency’s Records
Retention Schedule (and no acronym used as Event Based).

Under either of those two conditions, the Drive Date is going to auto calculate by TexLinx. If a

Drive Date different from the TexLinx auto calculation is needed, you must click this checkbox to

override the Drive Date that calculates and enter the Drive Date you want to use in the Drive Date

field.

*Agency Reel #
®Agency Reel #:| |
Agency Reel # is the identification number you assign to this microfiche bundle.
The Agency Reel # can be numbers, letters, symbols, or any combination thereof. The only
restriction: Do not use a Pipe symbol | as part of the Agency Reel #. The Pipe symbol is explained
in Beginning File | Ending File Range.
Data Example: FJ Alden

*Beginning File | Ending File Range

*Beginning File | Ending File
Range:

The Beginning File | Ending File Range is composed of the first microfiche jacket in the bundle
and the last microfiche jacket in the bundle. The Pipe symbol is used as a separator between the
beginning file and the ending file. The Pipe symbol is created by holding down SHIFT on the
keyboard and pressing the backslash key ( SHIFT \).

If the Beginning File and the Ending File are the same, enter SAME as the Ending File
name.

In the below example, a space appears before and after the Pipe for illustrative purposes only.

Data Example: Alden 10/98 | Zimms 08/15

*Fiche Count

*Fiche Count:|

*Fiche Count is the number of microfiche jackets in this bundle.
Data Example: 58

How these fields look when completed:

override: [

#*Agency Reel #:[FJ Alden

*Beginning File | Ending FileAlden 10/98 | Zimms 08/15
Range:

*Fiche Count:[68

88



Microforms: Use ‘Create’ to Build Microfiche Bundles

Image Count

Image Count:|

|
Image Count is used by the State Records Center to reflect the number of images in a microfiche

bundle created in Imaging Production. You do not data enter information into this field.

Addition

Addition:

Addition is used by the State Records Center when images are added to an existing microfiche
bundle. You do not data enter information into this field.

Notes

Notes:

Notes is an optional field used by the agency to assist users to remember something about this
microfiche bundle.

Data Example: Missing September 2005, appears in FJ Anderson

How these fields look when completed:

Image Count:|

Addition:

Notes: [Missing September 2005, appears in FJ Anderson
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Completed: Create a New Microforms screen:
ﬁHume @‘Prelerenuzs ﬂRepuns B requests ﬁadmm m[}ashhuard @Help (= print 12:59 »mguut

Create a new Microforms

elds marked with an * are required.

*Organization: Texas Big State Agency - 988 - Central |
Agency Name Division Name Business Unit Name Business Sub-Unit Name O ization Nickname
Search Here: | I ] ] ] ]
\Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button.
Page 1 | Jump to Page: l:l
Agency Name Business Unit Name Business Sub-Unit Name Organi n Nickname
() Texas Big State Agency - 988 Texas Big State Agency
®  Texas Big State Agency - 988 Central
() Texas Big State Agency - 988 East
(O Texas Big State Agency - 968 West
() Texas Big State Agency - 988 North
() Texas Big State Agency - 988 South

Imaging Production: ]

Imaging Production # gg::ii:ag::" Quick Agency Name Contact Name Contact P':“"e # (and
Search What are you sending us " i i
Here:  to be imaged? (Media ‘(“::fi:;e,d'a are we ‘("r‘:':‘t]z::f mediaarewe o licate Type of Duplicate Addition

Type)
[ | [ | | | [ | [

|Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button.

*Record Series: |4 - Notice of Possible Eligibility |

‘Organization Quick

Description AIN RSIN Record Series Title Event Based Years
[ [ I I [ [ ]
Search Months Days Event Trigger Archival vital Remarks
Here: [ I I [ [ ]
Legal Citations Approval Status

Current Search: There is no current Record Series query. To search Record Series, enter your ariteria and click the Search butten.

Pagel[2][3][4]\JumptaPage:\_|[g]

Event
Years Months Days Trigger
 Texas Big State Agency - Autherization to 15-988-
“) gag 1 Participate Cards AC 5 6 A False g5y Approved
O gggas Big State Agency -, Client Questionnaire 8 False ;3';88' Approved
() Texas Big State Agency - Data Entry Form AC 2 6 True 53'3985' Approved
) Texas Big State Agency - Notice of Possible 15-988-
® g 4 lgibiity 15 False ;o Approved
~ Texas Big State Agency - 15-988-
) aas 5 Eligible Cases AC 2 6 False 005 Approved
 Texas Big State Agency - Employee Earnings 15-988-
= [ Records AC 10 R False 006 Approved
(O Texas Big State Agency - 5 Employee Savings Bonds ~ FE 50 R False 15-988- Approved
988 007
~ Texas Big State Agency - Employee Deduction 15-958-
- oss 8 Authorizations e 50 R False Gog Approved
() TexasBig State Agency - o External Reports aC 3 3 False 19-988- Approved
9338 009
 Texas Big State Agency - Internal Fiscal 15-988-
' oas 10 Management Reports 10 False 57g Approved
*Film Type:
*Film Size: MICROFICHE
*Inclusive Date Range:[10/15/1998-8/31/2015
*Drive Date: [8/31/2015 -
override: []
*Agency Reel #:[FJ Alden
*Beginning File | Ending FileAlden 10/38 | Zimms 08/15
Range:
*Fiche Count: 58 ]
Image Count:| ]
Addition:
Notes: |Missing September 2005, appears in FJ Anderson
W
< >
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Saving
| Save & New | | Save & View | [Save & Close|

When the fields are complete, the next step is to Save the information.
These three options are located at the Create a New Microforms screen’s top right:

Save & New: Use this to create another microfiche bundle.

Save & View: Use this if you have entered only one microfiche bundle and you are ready to
make a Request Pickup.

Save & Close: Use this if:

- You have been selecting Save & New to create a series of microfiche bundles and you are
ready to make a Request Pickup for the bundles.

or

- You want to save the information you have entered for the microfiche bundle(s) but you are
not yet ready to make a Request Pickup for the bundle(s).

Creating Microform dialogue box

Creating Microform |
Microform with barcode 0000819203 successfully created at 1/22/2016 2:05:28 PM.

If the above dialogue box does not appear, and you are returned to the Create a New Microform
screen, an error message appears at the top of the screen. Correct the error and click the save option
you selected.

When the above screen appears, it includes the Microform Barcode that was generated for this
bundle of microfiche. The Microform Barcode is the unique identification number applied to each
item created in TexLinx. Click OK. Then, if you selected:

Save & New: Another Create a New Microform screen appears. Some fields carried forward
from the previous reel created but all fields are editable.

Save & View: View a Microform is the screen for you to review the microfiche bundle you just
created. The bundle has been saved in TexLink. Turn to Request Pickup to ask the State
Records Center to pickup the bundle if you are ready to make the request.

Save & Close: The microfiche bundle(s) has/have been saved in TexLinx and the Microforms
homepage appears. Turn to Request Pickup to ask the State Records Center to pickup your
microfiche bundle(s) if you are ready to make the request.
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Microforms:
Use ‘Data Sheet’ to Build
Multiple Microfilm Reels

Data Sheet is used to create multiple microfilm reels for a single Organization and for a single
Record Series Title using a format similar to a spreadsheet. Multiple film sizes and inclusive dates
can also be used on the Data Sheet. This is an alternative to using Create, Save & New.

Some information about Microforms

The Microforms item type tab is defined in TexLinx as:

e 16mm Microfilm.
— 16-2.5mm (16 millimeter film with a film thickness of 2.5 mil).
— 16-5mm (16 millimeter film with a film thickness of 5 mil).

e 35mm Microfilm.

e Microfiche.

A Home | P Preferences E]Repnﬁs B requests épAdmin [ oashbosra @Halp = Print

@ Boxes Wil [ Files .Disaster Recovery Microforms E Fiche Circulation E]Imaging Production (;) Records Series

. Organization Quick - -
Microforms Barcode Description Agency Name Division Name Agency Reel # Inclusive Date Range

\ | I \1) I | |
Drive Date Eﬁgi;:::‘gz File | Ending Created By Description Legacy Tracking # Last Modified Date

\ | [ | [ | [ | [ |
(Rollover for Current Search

[ Activity ‘-” Search and View |n” Data Manipulation ‘”[ Data Removal |n” Cart |”

Page 1| Jump to Pege: | G0N G Lo

Bulk Create
L] Data Sheet
Update
Bulk Update
Search & Replace

(0 items) 58

1. Click the Microforms item type tab.
2. Click Data Manipulation in the Action Menus.
3. Select Data Sheet from the dropdown menu.

Be mindful of the 20-minute timer at the top of the screen. If you start a data sheet and go
for a period of time without clicking a radio button or saving your information, TexLinx times-out
your login and your information is lost. You can always select Save & Close to save the
information you have entered, move the items to the cart, and come back later to finish. If you do
not place them in the cart, you will have to perform a Search to find the items you saved.
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CREATE NEW MICROFORMS data sheet

M roms | @O proferences ﬂa.,,m B Reguests ‘pm...,. [ o=stboae On.u,, [ print 17:27 »mw

Create new
Fields marked with an * are required. "
*0rganization: |
Agency Name Division Name: Business Unit Name B Nickname
Search Here: | Il Il I L I [ ]
(Current Search: There is no current Organization uery. To search Organization, enter your criteria and click the Search button.
Page 1 | Jump to Page: ||
Agency Name Division Name Business Sub-Unit Name Organization Nickname:
O Texas ig State Agency - 988 Texas Big State Agency
O Texas 8ig State Agency - 958 Central
O Texas sig State Agency - 958 East
O Texas Big State Agency - 958 west
O Texas ig State Agency - 988 North
O Texas Big State Agency - 988 South
Imaging Production: 1
ing Producti ‘Organization Quick isi Contact Phone # (and
Imaging Production ke Agency Name Division Name. Contact Name ety
Search What are you sending us
Here:  to be imaged? (Media  Venat media are we What size mediaare we b pjicate Type of Duplicate Addition
Lok creating creating?
(Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and diick the Search button.
*Record Series: ]
Organization Quick ses T
ooy AN RSIN Record Series Title Event Based Years
search Months Days Event Trigger Archival vital Remarks
rere: [ 11 ] [ 11 ] [ ] [ ]
Legal Citations Approval Status
(Current Searchs There is no current Record Series query. To search Record Series, enter your riteria and ick the Search button.
[1 Fimtyper Film Size* Inclusive Date Range* Drive Date* loverriad Agency Reel #* Beginning Fle 1 Ending File Fiche Count Notes.
1 2 ~ el N
< v ]
< v =
[ v ™ el ]
Ll ™| ~ [
u N M =0
v M -
L v v el )
H [Z 7| =5
H v ~ =0 v
>
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All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

<% . .
Organization
*QOrganization:| |
Agency Name Division Name Business Unit Name Sub Busi Unit Name Organization Nickname

Search Here: | | | | | | | | | |
Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button. @
Page 1 | Jump to Page: l:l&

Agency Name Division Name Business Unit Name Sub Business Unit Name Organization Nickname

Texas Big State Agency - 988 Texas Big State Agency

Texas Big State Agency - 9838 Central

Texas Big State Agency - 988 East

Select the Organization within the agency associated with the microfilm reels by clicking the
button on the left side of the screen or use the Quick Search fields (1) to reduce the number of
options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

. .
Imaging Production
Imaging Production: |

Imaging Production # g:sgsac:.ii:taigr?n Quick Agency Name Division Name Contact Name g:t";::itof";one # (and

[ | | ] ] | | ] |
Search what are you sending us " i i
Here: FF; ::)imaged? (Media :‘:::;r’l’:_,d'“ are we ‘c"r':::l;gf media are we  p pte Type of Duplicate Addition

[ | | ] ] | | ] |
Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button. [E]

Imaging Production is used by the State Records Center when creating storage items produced in
Imaging Production. You do not enter information into this field.

*Record Series

*Record Series: |

Organization Quick AIN RSIN Record Series Title Event Based Years
Description

@ﬁ | | N | freports N | |
Search Months Days Event Trigger Archival Vital Remarks

Hers: | | [ | [ | [ | [ | [ |
Legal Citations Approval Status
|

Current Search:Find all Record Series where Record Series Title Contains 'reports’. @
Page 1 | Jump to Page: I:l&

Organization Quick Ewent Event Legal
Description AIN RSIN Record Series Title Based Years Months Days Trigger Archival Vital Remarks Citations
@] g;;as Big State Agency - k] External Reports AC 3 6 False ég-ggﬂs— Approved
~ Texas Big State Agency - Internal Fiscal 15-988-
: 10 Management Reports 10 False 010 Approved

Record Series is the Record Series Title on the agency’s Records Retention Schedule that is
assigned to the microfilm reels. Select the Record Series Title by clicking the button on the left side
of the screen. Initially, every Record Series available for storage appears. Use the Quick Search
fields (1) to narrow the selection of available Record Series Titles.

If there is a Record Series you need that does not appear, contact your agency’s Records
Management Officer to resolve this issue.
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How these fields of the data sheet look when completed:

*Q0rganization: Texas Big State Agency - 988 |
Agency Name Division Name Business Unit Name Sub Business Unit Name Organization Nickname
Search Here: | | | | | [
Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. @

Page 1 | Jump to Page: I:l&

Sub Business Unit Name

®  Texas Big State Agency - 988 Texas Big State Agency
_ Texas Big State Agency - 988 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 988 West
Texas Big State Agency - 988 North
Texas Big State Agency - 988 South
Imaging Production: |
- - Organization Quick R Contact Phone # (and
Imaging Production # Description Agency Name Division Name Contact Name extension)
Search What are you sending us " i i
: : What media are we What size media are we - " o
Here:
ere !:[t;::)lmaged? (Media creating? creating? Duplicate Type of Duplicate Addition
Current Search:There is no current Imaging Production guery. Te search Imaging Production, enter your criteria and click the Search button. E}
*Record Series: [10 - Internal Fiscal Management Reports |
Organization Quick R -
Description AIN RSIN Record Series Title Event Based Years
| | | | | | [eports | | | [ |
Search Months Days Event Trigger Archival Vital Remarks
Here: | | | | | | | | | | [ |
Legal Citations Approval Status
Current Search:Find all Record Series where Record Series Title Contains 'reports’. @

Page 1 | Jump to Page: l:l&

Organization Quick
Description

AIN RSIN Record Series Title

emard
-, Texas Big State Agency - 15-988-

=] External Reports AC 3 6 False 008 Approved
= Texas Big State Agency - Internal Fiscal 15-958-
0]
- 10 Management Reports 10 False 010 Approved
Q Texas Big State Agency - 27 File Reports and Updates AC i 6 False ég-?QSB— Approved
 Texas Big State Agency - Restitution Records and 15-988-
D 28 Reports 25 False 028 Approved
~ Texas Big State Agency - Criminal History Check 15-988-
) aag 31 Reports FE 50 R False 031 Approved
(™) Texas Big State Agency - 33 Individual Accident FE 50 R Ealse 15-988- 15-958-033  Approved
- Reports 033 PP
Data Fields
’:‘ Film Type*™ | Filem Size™ ‘ Inclusive Date Range* | Drive Date* ‘u rrrrr d% Agency Reel #* ‘ Beginning e | £nding File ‘ Fiche Count ‘ Notes
H M| M| 1 =0 1 | | 1 |

There are up to ten data field columns to complete for each row of information on the data sheet.
Most of these are completed the same way they were in Microforms: Use ‘Create’ to Build
Microfilm. The only exception is a checkbox to activate each container data entry row.

Columns are the sections of data found horizontally, left to right. Rows are sections of
data found vertically, top to bottom.

Setting up the data sheet

The data sheet has as many available container data entry rows as your Preferences allow. Keep in
mind that the data sheet can process with container data entry rows that have no information. But if
you need extra container data entry rows, there is an easy way to adjust that.

To increase/decrease the number of container data entry lines in the data sheet:

1. click Preferences at the top of the screen in the Navigation Menu.

2. click Home Page.

3. edit the number that appears in the field for Number of records per page displayed in grid.

4. click Save.
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All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

* Activate Container Row Checkbox

@h ] Agency Reel #*
O

The first thing to do when creating a container using data sheet is to click the checkbox (1) on the
left side of the data sheet for each container you are creating. If you have changed your Preferences
in the earlier step so that your data sheet uses every row to create a container, click the checkbox
(2) at the top of the data sheet on the left side of the column label names. This automatically
activates each container row.

Any row activated with a checkbox is required to be completed when the data sheet is
processed. So do not click the checkbox for more containers than you are needing.

*Film Type

Film Type*

Duplicate-Diazo
Duplicate-Microfiche

‘ Duplicate-Silver

Microfiche

‘ Original

Scans

Film Type: The only two options for microfilm stored at the State Records Center are:
e Duplicate-Silver: More durable microfilm used for archival and permanent information.
e Original: The first generation of a roll of microfilm.

The other options are either not eligible to be stored at the State Records Center or they are used in

conjunction with Imaging Production.

It is possible to have a different Film Type for some or all containers on the same data

sheet.

The other options not available for microfilm storage at the State Records Center are used either

for microfiche or for Imaging Production.

How these fields of the data sheet look when completed:

| | Film Type*

s I:f:!i|;|in.enl L
| Original e
|~r Duplicate-Silver b
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*Film Size

Film Size®

MICROFICHE

MR16-2.5 MIL <
MR16-5 MIL

MR35

Scan - B&W 200 DPI

Scan - B&W 300 DPI

Scan - B&W 400 DPI

Scan - B&W 600 DPI

Scan Large Format - 200-300 DPI
Scan Large Format - up to 600 DPI
Scan Microfiche to digital

Scan Microform to Digital

Film Size: The only options for microfilm are:
e  MRI16-2.5 MIL: 16 millimeter film with a thickness of 2.5 mil
e  MRI16-5 MIL: 16 millimeter film with a thickness of 5 mil
e MR3S5: 35 millimeter film
It is possible to have a different Film Size for some or all containers on the same data
sheet. 1 mil = 0.001 of an inch
The other options not available for microfilm storage at the State Records Center are used either
for microfiche or for Imaging Production.

*Inclusive Date Range

Inclusive Date Range™

The Inclusive Date Range can be completed in one of two ways:

e Use the same beginning and ending date information for all microfilm reels to be created.
This method results in the same Eligible Destruction Date for all of the reels.

e Use a unique set of beginning and ending inclusive dates for some or all of the microfilm
reels to be created. This method results in a different Eligible Destruction Date for each box.

The date information is entered in this format with no spaces: MM/DD/YYYY-MM/DD/YYYY

If the Beginning Date and the Ending Date are the same, you must enter the same date twice.

Example: 12/31/2015-12/31/2015.

As with Film Type and Film Size, the Inclusive Dates on the data sheet can be the same

or a different set of dates for each container. Do not use hyphens within each date, use the hyphen

only to separate the dates.

Data Example: 01/01/2014-12/31/2014 or 1/1/2014-12/31/2014 or 1/1/14-12/31/14

How these fields of the data sheet look when completed:

Film Size* Inclusive Date Range*®
MR16-5 MIL v 01/01/2014-12/31/2014
MR16-5 MIL v [01/01/2014-12/31/2014

MR35 S 01/01/2014-12/31/2014
|
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*Drive Date

Drive Date™

The Drive Date is a required field.
Enter a date MM/DD/YYY'Y or click the Calendar Icon to select a Drive Date. The Drive Date is
used in conjunction with Total Retention (Event Based, Years, Months, Days) to calculate an
Eligible Destruction Date.
Do not use a hyphen within the date. Please see Appendix: Calculate the Drive Date for
more information.
Data Example: 12/31/2014

Override

Override]

[

Override is an optional tool to change the Drive Date when an automatic calculation occurs under

these two conditions:

e FE or CE is used in Event Based on the agency's Records Retention Schedule.

e Only years and/or months and/or days are the Total Retention on the agency’s Records
Retention Schedule (and no acronym used as Event Based).

Under either of those two conditions, the Drive Date is going to auto calculate by TexLinx. If a

Drive Date different from the TexLinx auto calculation is needed, you must click this checkbox to

override the Drive Date that calculates and enter the Drive Date you want to use in the Drive Date

field.

*Agency Reel #

Agency Reel #*

*Agency Reel # is the identification number you assign to this microfilm reel.

The Agency Reel # can be numbers, letters, symbols, or any combination thereof. The only
restriction: Do not use a Pipe symbol | as part of the Agency Reel #. The Pipe symbol is explained
in Beginning File | Ending File Range.

Data Example: 51

How these fields of the data sheet look when completed:

Drive Date™ Override| Agency Reel #*
12/3172014 |== O 51
12/31/2014 [== 7 52
12/31/2014 [== O 16
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*Beginning File | Ending File Range

Beginning File | Ending File
Range*®

The Beginning File | Ending File Range is composed of the first image on the reel of film and the
last image on the reel of film. The Pipe symbol is used as a separator between the beginning file
and the ending file. The Pipe symbol is created by holding down SHIFT on the keyboard and
pressing the backslash key ( SHIFT \).
If the Beginning File and the Ending File are the same, enter SAME as the Ending File
name.
In the below example, a space appears before and after the Pipe for illustrative purposes only.
Data Example: Ticket #856 | Ticket #935

Fiche Count

Fiche Count

Fiche Count is used for microfiche only. Leave this field empty for microfilm.

Notes

Notes

Notes is an optional field used by the agency to assist users to remember something about this
microfilm reel.
Data Example: Combined film reels 51 and 52

How these fields of the data sheet look when completed:

Beginning File | Ending File Fiche Count
Range™
Ticket #5356 | Ticket #935

Ticket #3936 | Ticket #999
Tickey #6856 | Ticket #3939 Comined film reels 51 and 52

100

MNotes




Microforms: Use ‘Data Sheet’ to Build Multiple Microfilm Reels

Completed: Create a New Microforms data sheet:

oo g rrtersnces [ Reports| B Recuests| M aimin | (W onshionrs | @) e s

Create new

roforms

Fields marked with an * are required.

*0

: [Texas Big State Agency - 968

Imaging Production:

*Record Series:

Agency Name Division Name. Business Unit Name Business Sub-Unit Name ization Nickname
Search Here: [ ] [ [ ] [ 1 [ ]
|Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.
Page 1| Jump to Page: [ |G|
Agency Name. ivision Name Business Unit Name Business Sub-Unit Name Organization Nickname.

Texas Big State Agency - 958

Texas Big State Agency - 988 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 988 West
Texas Big State Agency - 388 North
Texas Big State Agency - 958 South

Texas Big State Agency

maging Production #  Ordanization Quick
Imaging Production #  rdarZatio

N Contact Phone # (and
Agency Name Division Name. Contact Name oy,

exten:

Search what are you sendi
e

0 US what media are we
: tobe imaged? (Media  vonarray
Type)

What size media are we

reatings Duplicate

Type of Duplicate

|current Search: There is no current Imaging Production query. To search Imaging Production, enter your criteria and dlick the Search button.

[10 - Intemal Fiscal Reports |

Drganization Quick AN RSIN Record Series Title Event Based Years

[ ][ ][ ] Feports ][ ][ ]
Search Months Days Event Trigger Archival Vital Remarks
Here: ][ ][ ][ ][ ][ ]

Legal Citations Approval status

|current Search: Find all Record Series where Record Series Title Contains ‘reports

Page 1 2ump to Pages | |60

Event

Years Months Days Trigger

O jogsBiostate fgeney - o External Reports AC R False pop Approved
(@ Texas Big State Agency - Internal Fiscal 15-985-
© o ° ianagement Reports 1 Fake o10 Approved
() Texas Big State agency - 15-988-
O tes 27 File Reports and Updates  AC 1s False 2o Approved
() Texas Big State Agency - Restitution Records and 15-988-
O o e Py 25 False 3o Approved
() Texas Big State Agency - Criminal History Check e 15:985 rove:
O o 31 e 50 3 False 137 Approved
Film Type* Film Size® Inclusive Date Range* Drive Date Override Agency Reel #* Fiche Count Notes
Griginal V[ MR16-5 MIL v [01/012014-12/3112014 1253172014 =0 3l
Original ~[MR16-5 MIL v [010172014-12/31/2014 123172014 =0 b2
Duplicate Silv ~[MR35 “[01/012014-12/31/2014 1253172014 =0 16 ickey #856 | Ticket #999 [Comined film reels 51 and 52
[l M | =0
v M ol H]
7| < =0
v v =0
v V| ol B
7| < =0
v v =0
<
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Saving
| Save & New | |Save & Close|

When the fields on the data sheet are complete, the next step is to Save the information.

These two options are located at the Create New Microforms data sheet’s top right:

o Save & New: Use this to create another set of microfilm reels on a new data sheet.

e Save & Close: Use this if:
— You selected Save & New for a set of microfilm reels and you are ready to make a Request
Pickup for the reels.
or
— You want to save the information you have entered for the microfilm reels but you are not
yet ready to make a Request Pickup for the reels.

Creating Microform dialogue box

Creating Microform

This will create 3 Microforms. This may take several minutes. Click Ok to continue creating Microforms or Cancel to cancel this
operation.

Ok Cancel

If the above dialogue box does not appear telling you how many microfilm reels are to be created,
you are returned to the Create New Microforms data sheet screen. An error message is at the top of
the data sheet screen. Correct the error and click the save option you selected.

When the above screen appears, Click OK. Then, if you selected:

e Save & New: Another Create New Microforms data sheet appears. Some fields carried forward
from the previous microfilm reels created but all fields are editable.

o Save & Close: The microfilm reels have been saved in TexLinx and the Microforms homepage
appears. Turn to Request Pickup to ask the State Records Center to pickup your items if you
are ready to make the request.

When you click OK, it might appear nothing is happening but do not click OK more than
once or TexLinx will duplicate the number of items you are creating.
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NOTES
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Microforms:
Use ‘Data Sheet’ to Build
Multiple Microfiche Bundles

Data Sheet is used to create multiple microfiche bundles for a single Organization and for a
single Record Series Title using a format similar to a spreadsheet. Multiple inclusive dates can be
used on the Data Sheet. This is an alternative to using Create, Save & New.

Some information about Microforms

The Microforms item type tab is defined in TexLinx as:

e 16mm Microfilm
— 16-2.5mm (16 millimeter film with a film thickness of 2.5 mil)
— 16-5mm (16 millimeter film with a film thickness of 5 mil)

e 35mm Microfilm

e Microfiche

Bundle Microfiche Jackets

It is a good rule to bundle microfiche jackets before data entering the information into TexLinx. A
jacket is a single sheet of microfiche containing many sections of microfilm sliced and inserted
into microfiche jackets. A bundle is a small collection of microfiche jackets using the same Record
Series Title that has been manually separated from a large amount of microfiche jackets.

e Separate the microfiche jackets into bundles. It is a good way to get organized and this helps the
State Records Center research and pull microfiche jackets or microfiche bundles when a
delivery request is received.

e The bundles can be divided into any amount you like, but a good measure is to keep each
bundle to less than 200 microfiche jackets.

e When you are entering data into TexLinx, each bundle you create is a separate container and
you will need to know the amount of microfiche jackets you have in each bundle.

When the Imaging Department at the State Records Center creates microfiche jackets
from microfilm reels and returns them to an agency, a bundle is created from each reel.

If the microfiche jackets are not in protective envelopes, please place an empty envelope or index

card at the start and end of each bundle. It is highly encouraged that jackets be placed in

envelopes.
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TE ﬁHome @'pnererences ERepnrls 8 requests é’Admin Dashlmard @Help (= print 8:39 »Lnguut

. Organization Quick A -
Microforms Barcode b iption Agency Name ‘ Division Name Agency Reel # Inclusive Date Range

\ | I ) I |

Drive Date gﬁg';::;ﬁ'e | Ending  conte m Created By Description  Legacy Tracking # Last Modified Date

| [ | | [ | [ | [
ﬂ Rollover for Current Search

[‘activity [ Search and view [ Data Manipulation [7.|[ Data Removal [ cart [ ©items) &
Pagel | Jump to Page: l:l 5

Agency Reel Inclusive Date Film Film Beginning File | Ending File Fiche
ge

Years Months # Rang Typ Size Rai Count

1. Click the Microforms item type tab.
2. Click Data Manipulation in the Action Menus.
3. Select Data Sheet from the dropdown menu.

CREATE NEW MICROFORMS data sheet

A tome | @ rtarances [5] v | B, ot @ i @ ombtonrs| @) et 1727 Y
Create new Mi | Save & New |
Fields marked with an * are required. A
*Organization: |
Agency Name Business Unit Name  Business Sub-Unit Name. ion Nickname
Search Here: | 1 [ 1 ] [ ]
(Current Search:There is no current Organization query. To search Organization, enter your criteria and clck the Search button.
Page 1] Jump to Page: |_|(GOM|
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
O Texas Big State Agency - 958 Texas Big State Agency
O Texes 8ig State Agency - 358 Central
O Texas sig State Agency - 958 East
O Texas Big State Agency - 988 west
O Texss sig State Agency - 968 North
) Texas sig State Agency - 568 South
Imaging Production: 1
Ry y ‘Organization Quick vie Contact Phone # (and
Imaging Production # izatio Agency Name Division Name Contact Name Contact Ph
[ 10 ] [ 10 ] [ ] [ ]
Search what are you sending us y
Here: tobe imaged? (Media  ‘reoungs e i Duplicate Type of Duplicate Addition
(Current Search:There is no current Tmaging Production query. To search Imaging Froduction, enter your crtenia and click the Search button.
*Record Series: 1
QOrganization Quick AN RSIN Record Series Title Event Based Years
Description
[ 11 ] [ 11 ] [ ] [ ]
Sesrch Months Days Event Trigger Archival vital Remarks
Here: [ 10 ][ 10 ][ ][ ]
Legal Gitations Approval Status
(Current Search:There is no current Record Senes query. To search Record Series, enter your criteria 2nd cick the Search button.
1 FitmTyper Film Size™ Inclusive Date Range* Drive Date* loverriad Agency Reel #* e e e na File Fiche Count Notes
<] < =0
v v -
~ 4 kol
& < =0
& < =D
| ~ M Eallm]
5 v 7 =0
v ~ -
| ~ M =0
H v ™~ =0 £
< >

[ ————————————
Be mindful of the 20-minute timer at the top of the screen. If you start a data sheet and go
for a period of time without clicking a radio button or saving your information, TexLinx times-out
your login and your information is lost. You can always select Save & Close to save the

information you have entered, move the items to the cart, and come back later to finish. If you do
not place them in the cart, you will have to perform a Search to find the items you saved.
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All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

*Organization

*0rganization: |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
earch Here: | ‘ | | | | ‘ | | |
Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. @

Page 1 | Jump to Page: l:l&

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Texas Big State Agency - 983 Texas Big State Agency
Texas Big State Agency - 988 Central

Texas Big State Agency - 983 East

Select the Organization within the agency associated with the microfiche bundles by clicking the
button on the left side of the screen or use the Quick Search fields (1) to reduce the number of
options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management
Officer at your agency to resolve this issue.

. .
Imaging Production
Imaging Production: |
Imaging Production # ggz:ii:igtuir?n Quick Agency Name Division Name Contact Name gt"::;itof_l';ona # (and
[ | | ] ] | | ] |
Search what are you sending us " " i
Here: Er(; |:::)inmged? (Media :':::tti::?d'a are we ::;':ttl:gf media are we  p peote Type of Duplicate Addition
[ | | ] ] | | ] |
Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button. [E]

Imaging Production is used by the State Records Center when creating storage items produced in
Imaging Production. You do not enter information into this field.

*Record Series

*Record Series: |
gg::ii:;:s" Quick AIN RSIN Record Series Title Event Based Years
<D~ | | | | | | Feports | | | | |
Search Months Days Event Trigger Archival Vital Remarks
Here: | | | | | | |
Legal Citations Approval Status
|
Current Search:Find all Record Series where Record Series Title Contains 'reports’. @
Page 1 | Jump to Page: I:l&

Organization Quick
Description

Ewvent Event Legal
AIN RSIN Record Series Title Based Years Months Days Trigger Archival Vital Remarks Citations

O Texas Big State Agency - L] External Reports AC 3 & False égrggasf Approved
~ Texas Big State Agency - Internal Fiscal 15-988-
988 10 Management Reports 10 False 010 Approved

Record Series is the Record Series Title on the agency’s Records Retention Schedule that the
microfiche bundles are assigned. Select the Record Series Title by clicking the button on the left
side of the screen. Initially, every Record Series available for storage appears. Use the Quick
Search fields (1) to narrow the selection of available Record Series Titles.

If there is a Record Series you need that does not appear, contact your agency’s Records
Management Officer to resolve this issue.
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How these parts of the data sheet look when completed:

*Q0rganization: Texas Big State Agency - 988 |
Agency Name Division Name Business Unit Name Sub Business Unit Name Organization Nickname
Search Here: | | | | | [
Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. @

Page 1 | Jump to Page: I:l&

Sub Business Unit Name

®  Texas Big State Agency - 988 Texas Big State Agency
_ Texas Big State Agency - 988 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 988 West
Texas Big State Agency - 988 North
Texas Big State Agency - 988 South
Imaging Production: |
- - Organization Quick R Contact Phone # (and
Imaging Production # Description Agency Name Division Name Contact Name extension)
Search What are you sending us " i i
: : What media are we What size media are we - " o
Here:
ere !:[t;::)lmaged? (Media creating? creating? Duplicate Type of Duplicate Addition
Current Search:There is no current Imaging Production guery. Te search Imaging Production, enter your criteria and click the Search button. E}
*Record Series: [10 - Internal Fiscal Management Reports |
Organization Quick R -
Description AIN RSIN Record Series Title Event Based Years
| | | | | | [eports | | | [ |
Search Months Days Event Trigger Archival Vital Remarks
Here: | | | | | | | | | | [ |
Legal Citations Approval Status
Current Search:Find all Record Series where Record Series Title Contains 'reports’. @

Page 1 | Jump to Page: l:l&

Organization Quick
Description

AIN RSIN Record Series Title

emard
-, Texas Big State Agency - 15-988-

=] External Reports AC 3 6 False 008 Approved
= Texas Big State Agency - Internal Fiscal 15-958-
0]
- 10 Management Reports 10 False 010 Approved
Q Texas Big State Agency - 27 File Reports and Updates AC i 6 False ég-?QSB— Approved
 Texas Big State Agency - Restitution Records and 15-988-
D 28 Reports 25 False 028 Approved
~ Texas Big State Agency - Criminal History Check 15-988-
aa8 31 Reports FE 50 R False 031 Approved
(™) Texas Big State Agency - 33 Individual Accident FE 50 R Ealse 15-988- 15-958-033  Approved
- Reports 033 PP
Data Fields
’:‘ Film Type*™ | Filem Size™ ‘ Inclusive Date Range* | Drive Date ‘u rrrrr d% Agency Reel #* ‘ Beginning e | £nding File ‘ Fiche Count ‘ Notes
H M| M| 1 =0 1 | | 1 |

There are up to ten data field columns to complete for each row of information on the data sheet.
Most of these are completed the same way they were in Microforms: Use ‘Create’ to Build
Microfiche Bundles. The only exception is a checkbox to activate each container data entry row.

Columns are the sections of data found horizontally, left to right. Rows are sections of
data found vertically, top to bottom.

Setting up the data sheet

The data sheet has as many available container data entry rows as your Preferences allow. Keep in
mind that the data sheet processes with container data entry rows that have no information. But if
you need extra container data entry rows, there is an easy way to adjust that.

To increase/decrease the number of container data entry lines in the data sheet:

1. click Preferences at the top of the screen in the Navigation Menu.

2. click Home Page.

3. edit the number that appears in the field for Number of records per page displayed in grid.

4. click Save.
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All fields with an asterisk (*) are required fields. The page cannot process without
completing these required fields.

* Activate Container Row Checkbox

@h ] Agency Reel #*
O

The first thing to do when creating a container using data sheet is to click the checkbox (1) on the
left side of the data sheet for each container you are creating. If you have changed your Preferences
in the earlier step so that your data sheet uses every row to create a container, click the checkbox
(2) at the top of the data sheet on the left side of the column label names. This automatically
activates each container row.

Any row activated with a checkbox is required to be completed when the data sheet is
processed. So do not click the checkbox for more containers than you are needing.

*Film Type

Film Type*

Duplicate-Diazo
Duplicate-Microfiche
Duplicate-Silver

‘ Microfiche
Original
Scans

Film Type option is: Microfiche
The other options not available for microfiche storage at the State Records Center are
used either for microfilm or for Imaging Production.

*Film Size

Film Size*®

MICROFICHE <

MR16-2.5 MIL

MR16-5 MIL

MR35

Scan - B&W 200 DPI

Scan - B&W 300 DPI

Scan - B&W 400 DPI

Scan - B&W 600 DPI

Scan Large Format - 200-300 DPI
Scan Large Format - up to 600 DPI
Scan Microfiche to digital

Scan Microform to Digital

Film Size option is: Microfiche
The other options not available for microfiche storage at the State Records Center are
used either for microfilm or for Imaging Production.

How these fields of the data sheet look when completed:

| Film Type® Film Size®

Microfiche “|MICROFICHE ~
Ivl Microfiche w |MICROFICHE e
] v [
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*Inclusive Date Range

Inclusive Date Range™

The Inclusive Date Range can be completed in one of two ways:

e Use the same beginning and ending date information for all created microfiche bundles. This
method results in the same Eligible Destruction Date for all of the bundles.

e Use aunique set of beginning and ending inclusive dates for some or all of the microfiche
bundles to be created. This method results in a different Eligible Destruction Date for each box.

The date information is entered in this format with no spaces: MM/DD/YYYY-MM/DD/YYYY

If the Beginning Date and the Ending Date are the same, you must enter the same date twice.

EEEINA Example: 12/31/2015-12/31/2015.

As with Film Type and Film Size, the Inclusive Dates on the data sheet can be the same or a

different set of dates for each container. Do not use hyphens within each date, use the hyphen only

to separate the dates.

Data Example: 09/01/2013-08/31/2014 or 9/1/2013-8/31/2014 or 9/1/14-8/31/14

*Drive Date

Drive Date™

Enter a date MM/DD/YYY'Y or click the Calendar Icon to select a Drive Date. The Drive Date is
used in conjunction with Total Retention (Event Based, Years, Months, Days) to calculate an
Eligible Destruction Date.

Do not use a hyphen within the date. Please see Appendix: Calculate the Drive Date for
more information.

Data Example: 08/31/2014

Override

Override]

[

Override is an optional tool to change the Drive Date when an automatic calculation occurs under

these two conditions:

o FE or CE is used in Event Based on the agency's Records Retention Schedule.

e Only years and/or months and/or days are the Total Retention on the agency’s Records
Retention Schedule (and no acronym used as Event Based).

Under either of those two conditions, the Drive Date is going to auto calculate by TexLinx. If a

Drive Date different from the TexLinx auto calculation is needed, you must click this checkbox to

override the Drive Date that calculates and enter the Drive Date you want to use in the Drive Date

field.

How these fields of the data sheet look when completed:

Inclusive Date Range™ Drive Date® Override
09/01/2013-08/31/2014 08/31/2014 i B
09/01/2013-08/31/2014 08/31/2014 il |

el
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*Agency Reel #

Agency Reel #*

Agency Reel # is the identification number you assign to this microfiche bundle.

The Agency Reel # can be numbers, letters, symbols, or any combination thereof. The only
restriction: Do not use a Pipe symbol | as part of the Agency Reel #. The Pipe symbol is explained
in Beginning File | Ending File Range.

Data Example: Pages 1-36

*Beginning File | Ending File Range

Beginning File | Ending File
Range™

The Beginning File | Ending File Range is composed of the first microfiche jacket in the bundle
and the last microfiche jacket in the bundle. The Pipe symbol is used as a separator between the
beginning file and the ending file. The Pipe symbol is created by holding down SHIFT on the
keyboard and pressing the backslash key ( SHIFT \).
If the Beginning File and the Ending File are the same, enter SAME as the Ending File
name.
In the below example, a space appears before and after the Pipe for illustrative purposes only.
Data Example: Administration | Maintenance

Fiche Count

Fiche Count

|
Fiche Count: Enter the total number of microfiche jackets in this bundle. This is a required field
for microfiche.

Data Example: 36

How these fields of the data sheet look when completed:

+ Beginning File | Ending File .
Agency Reel # Range* Fiche Count
Pages 1-36 dministration | Maintenance 36

Pages 37-43 Mechanical | Water Office 12
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Notes

Motes

Notes is an optional field used by the agency to assist users to remember something about this
microfiche bundle.

Data Example: Disposal Management appears out of order on Page 32

Completed: Create New Microforms data sheet:

Home | @ preferences | [F] Reports ) Reauests| M admin [ Dashboars @) relp = print 19:3¢ Logout
o 3. A

Create new Mi
Fields marked with an * are required. ~
*Organization: [Texas Big State Agency - 938 ]
Agency Name Division Name Business Unit Name Business Sub-Unit Name Nickname
Search Here: [ ] [ ] [ ] [ 1 [ ]
(Current SearchzThere is no current Organization query. To search Organization, enter your criteria and cick the Search button. Search) (Ciear)
Page 1| Jump to Page: [ |GON)
Agency Name Division Name Business Unit Name Organization Nickname:
Texas Big State Agency - 388 Texas Big State Agency
Texas Big State Agency - 983 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 988 west
Texas Big State Agency - 588 North
Texas Big State Agency - 988 South
Imaging Production: |
y y Organization Quick . Contact Phone # (and
Imaging Production # Description Agency Name Division Name Contact Name extension)
[ ][ ][ ][ ][ ][ ]
Search What are you sending us . i
: NYUS  what media are we What size media are we . .
Here:  to be imaged? (Media creating? creating? Duplicate Type of Duplicate Addition
][ ][ ][ ] [ ][ ]
|Current Search:There is no current Imaging Production query. To search Imaging Production, enter your criteria and click the Search button. (Search] (Cear]
*Record Series:[10 - Intemal Fiscal Reports |
‘Organization Quick . -
Description AIN RSIN Record Series Title Event Based Years
] [ ] [ ] [eports ] [ ] [ ]
Search Months Days Event Trigger Archival Vital Remarks
Here: ][ ][ ][ ][ ][ ]
Legal Citations. Approval Status
Current Search:Find all Record Series where Record Series Title Contains 'reports’. E]
Page 11Jump to Page: | G0N
Organization Quick [Event Legal ‘Approval
Descril AIN RSIN Record Series Title Based Archival Vital Remarks Citations Status
Texas Big State Agency - 15-985-
T 9 External Reports ac ER False L33 Approved
Texas Big State Agency - Internal Fiscal 15-988-
988 10 Management Reports. 0 False 010 Approved
Texas Big State Agency - 15-088-
e 27 File Reports and Updates  AC 1 3 False oof Approved
Texas Big State Agency - Restitution Records and 15-988-
088 28 25 False 028 ‘Approved
Texas Big State Agency - Criminal History Check e 15-988- rover
988 1 Reports e 50 ® Fal 031 “ppr d
0 rimiype Film Size™ I Date Range* Drive Date* loverriad Agency Reel #+ Beginning File | Ending File F Fiche Count Notes
I rofiche ~[MICROFICHE ~[03/0172013-06/31/2014 8312014 = [0 [Pagesias [Administration | Maintenance |36 Disposal Management appears out of order on Page 32
¥ Microfiche < [MICROFICHE < |05/0172013-08/31/2014 312012 =0 [|Pagessrds [Mechanical | Water Office 12
& M ]
V| V| ]
V| M o]
< < ]
& V| ]
V| V| ]
V| V| el N
-— v
[N M M = D
< >
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Saving
| Save & New | [Save & Close |

When the fields on the data sheet are complete, the next step is to Save the information.

These two options are located at the Create New Microforms data sheet’s top right:

o Save & New: Use this to create another set of microfiche bundles on a new data sheet.

e Save & Close: Use this if:
— You have selected Save & New for a set of microfiche bundles and you are ready to make a
Request Pickup.
or
— You want to save the information you have entered for the microfiche bundles but you are
not yet ready to make a Request Pickup.

Creating Microform dialogue box

Creating Microform

This \1.'i_|| create 2 Microforms. This may take several minutes. Click Ok to continue creating Microforms or Cancel to cancel this
operation.

Ok Cancel

If the above dialogue box does not appear telling you how many microfiche bundles are to be
created, you are returned to the Create New Microforms data sheet screen. An error message is at
the top of the data sheet screen. Correct the error and click the save option you selected.

When the above screen appears, Click OK. Then, if you selected:

e Save & New: Another Create New Microforms data sheet appears. Some fields carried forward
from the previous microfiche bundles created but all fields are editable.

e Save & Close: The microfiche bundles have been saved in TexLinx and the Microforms
homepage appears. Turn to Request Pickup to ask the State Records Center to pickup your
items if you are ready to make the request.

When you click OK, it might appear nothing is happening but do not click OK more than
once or TexLinx will duplicate the number of items you are creating.
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NOTES
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Microforms:
Use ‘Records Series’ to Build
Microfilm Reels and
Microfiche Bundles

13:55

Q} Records Series

EOTLE T LI AIN Recard Series Title Event Based Years Months

Description
\ 3) I I | [ I

Days vital Remarks Legal Citatiol 1 Approval Status

) =
{0 items) &&

he search found 0 Records Series

Record Series Title Event Based Years Months Remarks Approval Status

1. Click the Records Series item type tab.

2. Enter search terms into any of the Quick Search fields to find the Record Series for the
microform(s).

3. Click Search. (continue on the next page).
OR

4. Click Search and View.
5. Select Search. (continue below)

Search Records Series screen

ﬁHumE @' Preferences E Reports | ) Requests d’Admm Dashbaard @Help = print 17:56 » Logout.
Search Records Series [ Cancel |
~
Organization: |
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nicknaie
Search Here: | \ \ \ \ \
Current Search:

Agency Name:| ]

Division Name:| |

AIN:[ ]

RSIN:| |

Record Series Title:jemployee

Description:

Years: | |

Months: | ]

Enter search information into any fields to find the Record Series Title for which you want to build
the microform(s). Press Execute. If your search does not yield the Record Series Title you need (as
seen on the next page), contact your agency’s Records Management Officer for assistance.
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Search Results screen

19:52

Home Preferences Reports Requests Admin | 8] Dashboard Help | (= Print Logout
A reme 9° & 3 & @ = »

@ Records Series

fpeantzatioBlasc AIN RSIN Record Series Title Event Based Years Months

Description

[ J [ | [ | lemployee | [ | [ | [ |

Days Event Trigger Archival vital Remarks Legal Citations Approval Status
[Search] (Rollover for Current Search) m
[“Activity [ " Search and view [ [ cart [ &
| Activity | (© items) 7
Page 1 | Jump to Page: D@ “ The search found 4 Records Series

B oOrganization Quick Description AIN  RSIN Record Series Title Event Based Years  Months Remarks Approval Status.

[]  Texas Big State Agency - 988 6 Employee Earnings Records AC 10 15-988-006 Approved

[ Texas Big State Agency - 988 7 Employee Savings Bonds FE 50 15-988-007 Approved

[] Texas Big State Agency - 988 8 Employee Deduction Authorizations FE 50 15-988-008 Approved

D Texas Big State Agency - 988 22 Employee Surveys us 10 15-988-022 Approved

Regardless of the Search method you used from the previous page, the above screen is your next
destination.

Look to the Record Series Title column (1) and click the hyperlinked text in the Organization
Quick Description column (2) to open the Record Series.

View a Record Series screen
TE ﬁ.Homa QP Preferences ER&pnr‘s B reguests 6’Admm [ o=shieard @Help = print

19:33

View a Record Series

[ Activity [%7] Search and view [ [ Cart [=]

Organization Information : Texas Big State Agency - 988
Agency Name: Texas Big State Agency - 988

Division Name:

AIN:
RSIN:
Record Series Title: Employee Surveys
Description:
Years:
Months:
Days:
Event Based:
Event Trigger:

Archival:

Vital:

Remarks:

i
15-988-022

Legal Citations:

Confidentiality
Approval Status

: Public

: Approved

Item Approval Date:

Schedule Approval Date:

Boxes for this Record Series

12/30/2014

: Query Boxes on Home Page Create a New Box for this Record Series
Page 1 | Jump to Page: l:l

Box Quick Description

Microforms for this Record Query Microforms on Home Page Create a New Microform for this Record Series

(3)

This is the View a Record Series screen. Click Create a New Microform for this Record Series

Q).
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Create a New Microforms screen

Home Preferences Reports Requests Admin (| Dashboard Hel; —3 Print Logout
TE’S( & Elrerons Brequess B @+ = |

Create a new Microforms

Fields marked with an * are required.

*0Organization:

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | ] ] ] [ ]
[Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.
Page 1 | Jump to Page: D@

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Texas Big State Agency

(0 Texas Big State Agency -
() Texas Big State Agency - Central
(m () Texas Big State Agency - East
{ Texas Big State Agency - West
Texas Big State Agency - Morth
Texas Big State Agency - South

Imaging Production: ]

Imaging Production # Orga"_im_“‘]" Quick Agency Name Division Name Contact Name
Description

Search What are you sending us
Here:  to be imaged? (Media
Type)

[Current Search:There is no current Imaging Production guery, To search Imaging Production, enter your criteria and click the Search button. @

% *Record Series: |22 - Employee Surveys |

Organization Quick -
Description AIN RSIN Record Series Title Event Based

Search Months Days Event Trigger Archival vital

Contact Phone # (and
ion)

What media are we What size media are we " " e
creating? creating? Duplicate Type of Duplicate Addition

Here: \
Legal Citations Approval Status

Current Search:There is no current Record Series query. To search Record Series, enter your criteria and click the Search button. (e

Page 1 | Jump to Page: | |[B00)
Organization Quick Record Series  Event Event Legal Approval
Description AIN RSIN Title Based Years Months Days Trigger Archival Vital Remarks Citations Status
. Employee us 10 True 33-2985- Approved

Surveys
R

*Film Size:|

*Inclusive Date Range:|

*Drivepate: %

override: [

*Agency Reel #:]

*Beginning File | Ending File
Range:

Fiche Count:|

Image Count:|

Addition:

1. Select the Organization within your agency that this microform is associated.
2. The Record Series Title you chose from the Records Series tab is a non-editable field.

At this point, continue with to build this microform by selecting the Film Type:

e Microfilm: Turn to Page 76, Microforms: Use ‘Create’ to Build Microfilm.
e Microfiche: Turn to Page 86, Microforms: Use ‘Create’ to Build Microfiche Bundles.
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Request Pickup:
from Your Agency

Requesting Pickup for boxes, files, disaster recovery, microfilm reels, and microfiche bundles™ is
done the same way for each medium but there are two ways to do this depending upon where you
are in the process of creating information or returning items to the State Records Center:
o From the View a Box (or Disaster Recovery, or Microform) screen immediately after clicking
Save & View (as seen below) from the single item’s Create screen — continue below.
Files are excluded from this option since files cannot be created in TexLinx and sent
to a box that is at the State Records Center. Please see the section for Files.
e By performing Search (turn to Page 120 of this section); this is done:
— to return files, boxes, disaster recovery, or microforms (reels of microfilm and complete
microfiche bundles*) to the State Records Center.
— to request first-time pickup for any number of boxes, disaster recovery containers, or
microforms at any point after they have been created in TexLinx and are being sent to the
State Records Center for the first time.
* For microfiche jacket returns to the State Records Center that were not delivered as
the full bundle, see the section Request Pickup: Returning Microfiche Partial Bundles to the SRC.

After clicking Save & View
css ERepoﬁs B reauess ’Admm Dashboard @He\p = print »Logout

A tom= | y® ersfaren

[ Activity ||| Search and View || Data Manipulation | ¥ |[ Data Removal |.=|[ Cart | =

Request Delivery
Request Pickup
Export

~
-ion : Texas Big State Agency - 988 - Central
Agency Name: Texas Big State Agency - 988

Division Name: Cenfral
Business Unit Name:

Sub Business Unit Name:

Record Series Information : 2 - Client Questionnaire
AIN: 2

Record Series Title: Client Questionnaire

Years: 8

After you create an item and click Save & View and click OK after the item’s Barcode dialogue
box appears, the View a Box (or Disaster Recovery, or Microform) is the next screen. This is
where you can review the information you just entered.

To begin the Request Pickup process:

1. Click Activity.

2. Select Request Pickup

Turn to Request Items to be Picked Up screen, page 122.
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Request Pickup: From Your Agency
Use Search

= print

‘Organization Quick _ - _ _
“tion Agency Box # Drive Date Eligible Destruction Date

| [ | [ | [ | [ |
Created By 4)’iption Last Modified Date Destruction Batch # Legacy Tracking # m)
\ | |

) =
{0 items) &8

P 4 he e:
T Beginning File | Ending Eligible Destruction Record Series  Event Destruction
B Garcode : File Range Date AIN Title Based Years Months Batch #

1. Click the item type tab you are wanting to Search (in this example, the Boxes tab is being
used).

2. Enter search terms into any of the Quick Search fields to find the box or boxes.

3. Click Search. (continue on Page 121, Search Results screen).
OR

4. Click Search and View.

5. Select Search (continue below).

Search Boxes screen

TE ﬁHumE g’pmferenaes E Reports | B Requests d’Admm Dashhuard @Help = print 19:53 »mguut
LI’NS(

Search Boxes

Organization: |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | \ \ | | \ \

|Current Search:

Agency Name:|

Division Name:|

Business Unit Name:|

Sub Business Unit Name:|

Record Series: |

Organization Quick AIN RSIN Record Series Title Event Based
Description

Search Months Days Event Trigger Archival vital

Here:

Legal Citations Approval Status

|Current Search:

AIN:|

Record Series Title:|

Years:|

Months: |

Days:|

Event Based:|

Event Trigger:|

Archival:|

Confidentiality: |

Enter search information into any fields (including the Infolinx System Fields on the bottom half
of the screen) to find the item(s) that you want to request pickup. Press Execute.
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Search Results screen

TE ﬁHumE g’pmferenaes ER&puﬂs B requests é.Ar.lmm Dashhuard @Help = print 19:24 »mguut

Organization Quick 2 - .
Box Barcode T Eligible Destruction Date

Create Date Created By Description  Last Modified Date Destruction Batch # Legacy Tracking #

F11/2016 |

\ |
QS Y Rollover for Current Search)
[[Activig@P¥'| [ Search and view [ Data Manipulation [ [ Data Removal [ Cart [

Beginning File |
Ending File Rang

e ;;ga_s gé%tf;‘ate Agency - pe 1/1/2007-12/31/2014  Acuff | Zolt 12/31/2022 2 Client Questionnaire ) 1 A;ZZ:";" ¢

[ ooooat ;g;a_s Eéiﬁ;?te AGENTY - pe 1 1/1/2003-12/31/2008 alz 12/31/2017 2 Client Questionnaire 8 L + ]
Texas Big State Agency - 03/01/2014- . 1 Johnny

O e g o RC 775 02/28/2015 File 550 | File 935  08/28/2018 9 Extenal Reports  AC E] 3 — G
Texas Big State Agency - 03/01/2014- " . P 1 Johnny

[ otoosisisr o P19 50 RC 776 Oar98ra01e File 935 | File 998  08/28/2018 9 Extenal Reports  AC 3 6 P <
Texas Big State Agency - . 03/01/2014- P 1 Johnny

I oooosisise  poxas Bid =t RP-43 Map263 202NN Lake Travis | Same  08/28/2018 9 Extenal Reports  AC 3 6 P C

Regardless of the search method used from the previous page, the above screen is your next
destination.

Click the checkbox (1) for the containers you want to request pickup. You can see from the
Current Location column (2) which boxes are currently with you or someone at your agency. If
you see 4L (3) in the Current Location column, that indicates the box is already at the State Records
Center. Click the checkbox (4) on the orange ribbon if you want to select all* of the containers.

* The grid has as many container rows as your Preferences allow. If you need to see or
request all of the containers you have searched but they are on multiple pages (5), increase/
decrease the number of containers shown:

1. click Preferences at the top of the screen in the Navigation Menu.

2. click Home Page.

3. edit the number that appears in the field for Number of records per page displayed in grid.

4. click Save.

Request Pickup
TE ﬁHomE Q‘pmrenancgs EREPBNS B Requests Gﬂadmin Dashlmard @Help (= print 17:15 »Lnguut

Organization Quick . - .
D iption Box Size Eligible Destruction Date

Box Barcode

Create Date Created By Description  Last Modified Date Destruction Batch # Legacy Tracking #

17172016 1 [ | | |
(Rollover for Current Search)

) =
{0 items) &8

Beginning File |
Ending File Rang -
Johnny c

Iexas Big State A - , A
O s CemtralOEeY 1/1/2007-12/31/2014  Acuff | Zolt 12/31/2022 Client Questionnaire 1 gency
[ oooos1s1 - gé?\f;;latﬁ Agency - pe 1 1/1/2003-12/31/2009 alz 12/31/2017 2 Cclient Questionnaire 8 A O
as Big State Agency - 03/01/2014- 1 Johnny
0000819190 =S Bid St RC 775 e 0T File 550 | File 935 08/28/2018 S Extemnal Reports  AC 3 3 P 4]
Texas Big State Agency - 03/01/2014- Johnny
I oooosisisy X% PO St RC 776 lon T File 935 | File 998 06/28/2018 5 Extemnal Reports  AC 3 6 P
Texas Big State Agency - L 03/01/2014- - 1 Johnny
i oooosioisa g PO St RP48 Map2ez (3 OLIS Lake Travis | Same  06/28/2013 9 Extenal Reports  AC 3 3 Py <

After clicking the appropriate checkbox(es) for the item(s) to be picked up from your agency:
1. Click Activity.
2. Select Request Pickup.
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Request Pickup: From Your Agency

Request Items to be Picked Up screen
ﬁHumE g’pmferenaes DE Reports | B Requests d’Admm Dashhuard @Help = print 19:40 »mguut

Request Items to be picked up

Items to be picked up:

Page 1 | Jump to Page: | |68

Change Destination Home Location o Destination \9

0000819190 775 1 Johnny Agency € @ SRC - 0000085998 @ SRC - 0000085998
0000818191 776 1 Johnny Agency € @ SRC - 0000085398 @ SRC - 0000085598
0000819192 Map263 1 Johnny Agency € @ SRC - 0000085998 @ SRC - 0000085998

Enter, scan, or click the Search button to specify a

location, then click Apply to set the destination for | Search | 2

checked rows above:

Comments:

Depending upon if you are sending items to the State Records Center for the first time (above) or

returning items to the SRC (below), your screen looks similar to the illustration above or the
illustration below.

Sending items to the State Records Center (SRC) for the first time:

Your screen looks similar to the above illustration. SRC (and the SRC barcode) appears in the
Home Location (1) and Destination (2) columns.

Returning items to the State Records Center (SRC):
Your screen looks similar to the below illustration. The Home Location (3) is the secure symbol
that prevents you from seeing the exact location within the SRC where it was located and the

Destination (4) is the barcode for the shelf (or the box in the case of returning files) where it was in
the SRC.

ﬁHnma @‘prerenenoes E Reports  § Requests d’Admin Dashhuard OHelp (= print 19:54 »Lngcut

Request Items to be picked up

Items to be picked up:

Page 1 | Jump to Page: D[E] 9 e

Change Destination

Current Location

0000774348 45 1 Johnny Agency € iy gﬂ 0000779634
Enter, scan, or click the Search button to specify a ‘[ 5 ?
location, then click Apply to set the destination for

checked rows above:

Comments:

Since the information is treated the same in both examples, the first illustration is what is
used for the remainder of this section.
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Request Pickup: From Your Agency

Sections on the Request Items to be Picked Up screen
ﬁHnma #D&Ferencas E]Repnns !.Réquests 6’Admin Dashbﬂard @H!lp =i print 19:48 »Lngnut

Request Items to be picked up

Item: t@ckgd up:
Page 1 [J0mp to Page: l:l

Apply 0000819190 775 L sohony sgeney © 3] SRC - 00000ss998 4] SRC- 000008SS9E
Apply @ 0000818191 775@ 1 Johnny Agency O@ @l sRc- 0000055993@ (@l sAc - 00oo0asISE
[ Apply | 0000819192 Map263 1 Johnny Agency © @ SRC - Q000085996 @ SRC - 0000085998
Apply All

Enter, scan, o click the Search button to specify 2

location, then dick Apply to set the destination for ||__Search |2

checked rows above:

Comments:

®

Recent Request Destinations

Jane Division 0000774386 1 @

—_—

Page Information: This displays how many screen pages the requested pickup items appear.
Ten items per page is the maximum. All items on all pages will be processed with this request.
2. Change Destination: These APPLY buttons are not used on this screen.

3. Record Description: The item barcode and the container number.

4. Current Location: The Current Location defaults to the person who created the item(s) in
TexLinx or to the person who received them as a delivery from the State Records Center.

5. Home Location: The Home Location depends upon if this is a pickup request for an item to be

stored at the State Records Center (SRC) for the first time, or if it is returning to the SRC.
New SRC storage item(s): the SRC (and the SRC barcode).

Item(s) returning to the SRC: the Secure Location symbol s

Destination: The Destination depends upon if this is a pickup request for item(s) to be stored at

the State Records Center for the first time, or if this is a pickup request for item(s) returning to

the SRC.
New storage item(s): the SRC (and the SRC barcode)
Item(s) returning to the SRC: the barcode location where the item originated at the State
Records Center.

7. Search Location: This function is not used on this screen.

8. Comments: Type NEW ACCESSION if this is a pickup request for an item that has not been
stored at the SRC. Also use this field to select an alternative pickup location or person. See
example at the top of the next page.

9. Recent Request Destinations: Do not use information from this field because the Destination
for the items on this screen is going to be the State Records Center, not anyone at your agency.

10. Request button: Click this when this screen is complete and you are satisfied with the

information you are providing.

a

123



Request Pickup: From Your Agency
Modifying the Pickup Location

Comments:

If the pickup location is not at your location, enter the other contact person’s name, location at your
agency, and phone number here. Include any additional information that may assist the driver from
the State Records Center. If an employee at the Texas Big State Agency named Johnny Agency
wanted to change the pickup location at his agency to his coworker Jane Division:

Comments: NEW ACCESEION -- Jane Division, Office 1289, 512-555-5000 "~
Ring buzzer on the loading dock. W
Request Results screen
ﬁHﬂmE @Fpmf eeeeee Engpurls B Regquests 6’Admm Dashlmard @Help = print 19:54 »mguut

Results

q

Your request for the '0000819190 775" Box was successfully submitted
Your request for the '00008191591 776" Box was successfully submitted
Your request for the '0000819152 Map263' Box was successfully submitted

This details what you just submitted to be picked up at your agency.
The Request Pickup process is complete. Click OK to return to the homepage grid.

To cancel any Request, please see Appendix: Cancel a Request (Pickup or Delivery).
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Request Pickup:
Returning Microfiche Partial
Bundles to the SRC

The process to Request Pickup for microfiche partial bundles (microfiche jackets that were
delivered to you as the result of a Fiche Circulation you created in TexLinx), is similar to returning
most items to the State Records Center. From the Fiche Circulation tab’s homepage, perform a
Search to find the microfiche jackets to return to the State Records Center.
For microfiche jacket returns to the State Records Center that were delivered to you as
the full bundle, see the section Request Pickup: From Your Agency. This section is used only for
Microfiche Requests that were created using the Fiche Circulation tab.

Use Search

A Home @ Preferences E]Rapnﬂs B requests AAdmm [ o2shboard @Halp = print »Lngnut

.Disaster Recovery E Microforms E Fiche Circulation Dlmaging Production

iz Records-Series l 1
g;ga",-'z Quick # of Pulls +# of Fiche Pulled Notes Fiche Circulation
s n Barcode
| [ | | [ N - ()

Rollover for Current 4 h

[ Activity [ Search and View | %[ Data Manipulation [%|[ Data Removal [ %[ Cart (=] (0 items) 57
Search

Page 1 | J, ) e search found 0 Fiche Circulation

Key Word Search

1. Click the Fiche Circulation item type tab.
Enter search terms into any of the Quick Search fields to find the Fiche Circulation that was
created to deliver these fiche to your agency.

3. Click Search. (continue to the bottom of Page 128, Search Results screen ).
OR

4. Click Search and View.

Select Search (continue on the top of the next page).

e
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Request Pickup: Returning Microfiche Partial Bundles to the State Records Center

Search Fiche Circulation screen

TE ﬁHoma g’pneferemes ER&pnr‘s B reguests 6.Arlmm Dashhcard @Help = print 19:55 »Loguut

Search Fiche Circulation

Organization: |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | | ] | |

Current Search:

Agency Name:|

Division Name:|

Microforms: |

Organization Quick . .
Description Agency Name Division Name Agency Reel # Inclusive Date Range

Here:  Drive Date Eﬁg':::"; File |[Ending ¢t pate Created By Description  Legacy Tracking # Last Modified Date

| J | 'l 'l J | 'l
Current Search:

Inclusive Date Range:|

Microforms Barcode

Search

Film Type:|

Beginning File/Ending File:|

Fiche Count:|

Notes: |

Legacy Tracking #:|

Legacy Notes:|

# of Pulls:|

# of Fiche Pulled:|

Notes:

Enter search information into any fields (including the Infolinx System Fields, scroll to the bottom
half of the screen) to find the Fiche Circulation that was used to deliver the microfiche jackets to
you. Press Execute.

Search Results screen

TE ﬁu Q° Preferences EREpuﬂE B Requests 6’Admm [ oashboard @Help = print »Lnguut

Fiche Circulation Organization Quick .
e Description # of Pulls # of Fiche Pulled

i | [ | | [
- Rollover for Current Search

| Search and View [ Data Manipulation |5 [ Data Removal | Cart [ | o

a Current Location
0000819232 Texas Big State Agency - 988 - East 248 Addams-Zunn E 0000774369 a153 o

[0 oooos19233 Texas Big State Agency - 988 - Central 3 Charles, Jamie Foster, Daniel Melton, Mick 1 Johnny Agency

D 0000819234 Texas Big State Agency - 988 - Central 2 00115 05264 B 0000774383 1455

Regardless of the Search method you used from the previous page, the above illustration is the next
screen. Find the Fiche Circulation that was created during the delivery process. You can see the
Fiche Circulation items that are in your possession by looking to the Current Location column (1).
Your name will appear in this column. In this example Fiche Circulation Barcode 0000819233 is in
Johnny Agency’s possession (2). The Notes column (3) will detail the Fiche Circulation
information. To view more details, click the Barcode (4) for that item. Click the checkbox (3) for
the Fiche Circulation you want to return to the State Records Center.
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Request Pickup

TE ﬁHome £° preferences E] Reports @ Requests apﬁdmin Dashlmard @Help (= print 16:25 » Logaut

Fiche Circulation Organization Quick

Barcode # of Pulls

=
(0 items) &%
arch found 3 Fiche Circulation
anization Quick Descriptio n
Texas Big State Agency - 988 - East Addams-Zunn E 0000774369 al53 o

1 Johnny Agency @)

[0 oooosis234 Texas Big State Agency - 988 - Central 2 00115 05264 E 0000774383 1455 o

M1 UUUUB19255 = Texas Big State Agency - 988 - Central 3 Charles, Jamie Foster, Daniel Melton, Mick

After you have selected the Fiche Circulation(s) you want to return to the State Records Center,
click Activity (1) the select Request Pickup (2).

Request Items to be picked up screen

A Home | P Preferences E]Repurts B Reauests d’Admm [0 0ashboard @Help = print 19:21 w\.oguut

Items to be picked up

q
Iter@ba picked up:

Page 1 | Jump to Page: D@

Change Destination Record Description

[ Apply | 9 0000815233 - Texas Big State Agency - 988 - Central 9 1 Johnny Agency € o B 0000774384 9 @ g 0000774384 9 o
Enter, scan, or click the Search button to specify a ‘ ?

location, then click Apply to set the destination for [%]

checked rows above:

Comments:

Recent Regquest Destinations

Item Description Item Barcode Item Type
[ Select | Jane Division 0000774386 1 @

1. Page Information: This displays how many screen pages the requested pickup items appear.
Ten items per page is the maximum. All items on all pages will be processed with this request.

2. Change Destination: This APPLY button is not used on this screen.

3. Record Description: The Fiche Circulation barcode and the Organization assigned to it.

4. Current Location: The Current Location defaults to the person who currently has this Fiche
Circulation. If this information is not accurate or if the Fiche Circulation is to be picked up in
another location, sce Comments below.

5. Home Location: The Home Location is the Microfiche Bundle stored at the State Records
Center.

6. Destination: The Destination is the Microfiche Bundle stored at the State Records Center.

7. Search Location: This function is not used on this screen.

8. Comments: Use this field to provide information that will assist the driving picking up this
Fiche Circulation. Also, use this field if this Fiche Circulation is to be picked up from a location
other than the person listed as the Current Location on this screen

9. Recent Request Destinations: Do not use information from this field because the Destination
for the items on this screen is going to be the State Records Center, not anyone at your agency.

10. Request button: Click this when this screen is complete and you are satisfied with the
information you are providing.
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Request Results screen

ﬁHcma @° preferencas Enepnns B Requests é.Admm Dashhcard @Help = print 19:28 »Lnguut

Request Results

1 request succeeded

Your request for the ‘0000819233 - Texas Big State Agency - 958 - Central’ Fiche Circulation was
successfully submitted

This details what you just submitted to be picked up at your agency.
The Request Pickup process is complete. Click OK to return to the homepage grid.

To cancel any Request, please see Appendix: Cancel a Request (Pickup or Delivery).
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Request Delivery:

from the State Records Center

Boxes, Disaster Recovery, Microfilm Reels,
Microfiche Bundles, and Files*

*Files that already appear in TexLinx

Requesting Delivery for boxes, disaster recovery, files, microfilm reels, or microfiche bundles is
done the same way for each item type. The reason there are three sections for Request Delivery is
because the process is different for files that already exist in TexLinx (that request is completed in
this section) than the process for when the files do not currently exist in TexLinx (that request
process is explained in the section Request Delivery from the State Records Center: Files not
already entered into TexLinx). There is also a slightly different process to request delivery of
microfiche jackets that are part of a microfiche bundle. That process is explained in the section
Request Delivery from the State Records Center: Microfiche Jackets.

While the process is similar for all tabs where information in TexLinx appears, in this
section, the Boxes tab is used in the illustrations.

Find the Items to Request Delivery
15:50 »Lngout

Ay Home | P Preferences E]Rapnﬂs 8 requests ﬁAdmin [ oashboara @He\p = Print

Eligible Destruction Date

Box Size Agency Box # Drive Date

D) ] [

Cre; e \t/reated By miptiun Last Modified Date Destruction Batch # Legacy Tracking #

| [ | [
Rollover for Cur Search

Box Barcos

=2

(0 items) ﬁ'

[ Activity ‘n” Search and View |“[ Data Manipulation |n” Data Removal |ﬂﬂ Cart |”
Search

P, 4 he search found 0 Boxes

To find the item(s) you need delivered from the State Records Center, there are two ways to

perform a search:
A. 1. Click the item type tab you want to search.
2. Enter search terms into any of the Quick Search fields to find the item at the SRC.

3. Click Search and continue to Search Results screen, Page 134.
OR

B. 4. Click Search and View.
5. Select Search and continue to Search Boxes screen, Page 134.
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Search Boxes screen

ﬁHumE g’pmferenaes ER&puﬂs B requests d’Admm Dashhuard @Help = print 19:13 »mguut

Search Boxes

Search Here: | \ \ \ \ \
Current Search: @

Agency Name:|

~
Organization: |
Agency Name Division Name Business Unit Name Business Sub-Unit Name ~Organization Nicknam ‘

Division Name:|

Business Unit Name:|

Sub Business Unit Name:|

Record Series: |

Organization Quick AIN RSIN Record Series Title Event Based Years
Description

Search Months Days Event Trigger Archival vital
Here: [ | ] ] | ] |
Legal Citations Approval Status
| [ |
Current Search: (Clear
AIN:| |

Record Series Title:| |

Enter search information into any fields (including the Infolinx System Fields on the bottom half
of the screen) to find the item(s) that you want to request delivery. Press Execute.

Search Results screen

TE ﬁHumE g’ Praferences E Reports | B Requests d’admm Dashhuard @Help = print 19:50 » Logout

Drganization Quick 2 - oo "
Deserigtion Box Size Agency Box # Drive Date Eligible Destruction Date

Box Barcode

Create Date Created By Description  Last Modified Date Destruction Batch # Legacy Tracking #

12172015 |l | [ |l | [
- 5 (Rollover for Current Search)

v [ Search and View ||| Data Manipulation || Data Removal .|| Cart [=]

Big State A - . Joh
] o%oos SB S e SR AR e H-7765 1/1/2007-12/31/2014  Acuff | Zolt 12/31/2022 2 Client Questionnaire 8 1 Agiﬂ;’;" [+
[J oooosisias ;ggaf Eéiﬁ;?te AGENEY - pe 1 1/1/2003-12/31/2009 alz 12/31/2017 2 client Questionnaire 8 PO + ]
Texas Big State Agency - 03/01/2014- . 1 Johnny
00819150 goX* B S RC 775 02/28/2015 File 550 | File 935  08/28/2018 9 External Reports  AC 3 6 oy +
Texas Big State Agency - 03/01/2014- . . . 1 Johnny
0 13181 i Pl S RC 778 oaroara01s File 935 | File 995 08/28/2018 9 Extenal Reports  AC 3 6 P <
Texas Big State Agency - . 03/01/2014- . P 1 Johnny
O oo 192 poREs e S RP-48 Map263 Yot Lake Travis | Ssme  08/28/2018 S External Reports AC 3 6 Ageney [+

Regardless of the Search method you used from the previous page, the above illustration is the next
screen.

Click the checkbox (1) for the containers you want to request delivery. You can see from the
Current Location column (2) which boxes are currently with you or someone at your agency. If
you see 4L (3) in the Current Location column, that indicates the box is at the State Records Center.
Click the checkbox (4) on the orange ribbon if you want to select all* of the containers.

* The grid has as many container rows as your Preferences allow. If you need to see or
request all of the containers you have searched but they are on multiple pages (5), increase/
decrease the number of containers shown:

1. click Preferences at the top of the screen in the Navigation Menu.

2. click Home Page.
3. edit the number that appears in the field for Number of records per page displayed in grid.
4. click Save.
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Request Delivery

Organization Quick

Box Barcode Description Box Size Agency Box # Drive Date Eligible Destruction Date
\ | [ | | [ | | [

Create Date Created By Description Last Modified Date Destruction Batch # Legacy Tracking #

SEFEy 4 [ ] [ | T ] [

(Rollover for Current Search)

. =
(0 items) &&

‘Beginning File |
Ending File Rang Current Location
0000819188 fr';latg Agency - pe H-7765 1/1/2007-12/31/2014  Acuff | Zolt 12/31/2022 2 Client Questionnaire 8 1 A;‘;:';Y [ 4
0000819189 ;g’é_‘:em?:te'agenw’ RC 1 1/1/2003-12/31/2009 alz 12/31/2017 2 client Questionnaire 8 & O
[ oooos191s0 ;gf_ssgg;ate Agency - pe 775 gg::géggig' File 550 | File 935 08/28/2018 9 Extemal Reports AC 3 & 1 A;z:’;:" [+
[] oooosis1s: ;ggafg;gntsr;fte AgeNcy - pe 776 gg::g;ggi;" File 935 | File 998  08/28/2018 9 Extemal Reports  AC 3 5 1 A;‘;’n";ﬂ" [ 4
After clicking the appropriate checkbox(es) for the item(s) to be delivered:
1. Click Activity.
2. Select Request Delivery.
Sections on the Request Items screen
ﬁHumE g’pmierenms Enepuds B Regquests 6’Admm Dashhnard @Help = print 19:17 »mguut

Items [ Cancel |

Clicking the Request huttnr@rmve the following items to the * Johnny Agency’ Individual

Change This List @ | page 1 | Jump to Page: | |[11G0L)

Record Description
Remove 0000815139 1 9

erter e o rles (3) ) [ EmBRFINGI)

Items will be reguested to this lecation:

Enter, scan, or click the Search button to specify the Johnny Agency

or click (1)
desired destination: mooorrass \4) [S=r0

Comments: | @ |

Alternate Fulfillment Method: @ v

1. Page Information: This displays how many screen pages the requested pickup items span. Ten
items per page is the maximum. If the list of containers is more than one page, all of the
containers still process together with this single request.
Record Description: Each item you clicked the checkbox on the previous screen is listed here.
. Enter Number of Files: This field is not used for this process.
Delivery Destination: This is the person who is to receive these containers.
If the person who is to receive the containers is someone other than the person listed
here, turn to page 136, Changing the Delivery Destination.
5. Comments: Enter information here to assist the State Records Center driver delivering your
items.
6. Alternate Fulfillment Method: Used for rush delivery or Permanent Transfers.
For more information about Alternate Fulfillment Method, turn to Page 137.

(e

A~ W
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Changing the Delivery Destination

Itemns will be requested to this location:
Enter, scan, or click the Search button to specify the Johnny Agency
desired destination:
esired destination |[]ﬂ[][]7?d1385 | 1

In the above illustration, Johnny Agency is the delivery destination (1). Sometimes a person other
than yourself is the delivery destination. To make this adjustment, click Search (2) and continue
below to search for the person who is the delivery destination.

If this dialogue box appears below the Alternate Fulfillment Method field:

Recent Request Destinations

Jane Division 00007743386 1

click Select if the person listed is the delivery destination and continue to Comments field, Page
137.

Items will be reguested to this location:

Enter, scan, or click the Search Johnny Agency

button to specify the desired
destination: ‘0000774385 ‘[&1
j_ Individuals
L T (T User ID First Name Last Name Role Individuals Barcode

Description

| J J J J J |
- @ (Rollover for Current Search)

Page mp to Page: D@ The search found 0 Individuals o

When you clicked Search from the previous illustration, a Search portal appears. To search for the
individual at your agency who is the delivery destination, enter information for that person in any
of the Quick Search fields (1) and click Search (2).

Data Example: Jane (in First Name) Division (in Last Name)

Items will be reguested to this location:

Enter, scan, or click the Search Johnny Agency

button to specify the desired
destination: |0DGDT?43&5 ‘[&]1
1 Individuals
St o T User ID First Name Last Name Role Individuals Barcode

Description
[ | | [ane | Divisien | ] ]

- E] (Rollover for Current Search}

Individuals Barcode

JaneDivision Jane Division Admin. Staff Records Center User 0000774386

When a list of names appears, click the button to the left of the person who is to be assigned as the

Delivery Destination for this delivery request.
If you do not see the person you want to assign as the delivery destination, contact your

agency’s Records Management Olfficer.

Items will be reguested to this location:
Enter, scan, or click the Search button to specify the Jane Division ’

desired destination: |Uﬂ[]ﬂ??4385 |[ E | ]1

When Johnny Agency selected Jane Division as the Delivery Destination, her name replaced his
name as the delivery location.
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Comments field

Comments:

Use the Comments field to provide information that will assist the delivery driver from the State
Records Center.

Data Example: Jane’s office#1289; phone#512-555-5000 but Charlie can sign for the
delivery

Alternate Fulfillment Method

Akamute Fulf Imant Mathed:

Rush
Farmasant Wihdawal

There are two options here:
o Rush: If this is a rush delivery, select this option. This incurs an additional fee. See Tex
Says below for additional instruction.
o Permanent Withdrawal: Select this if the item(s) (boxes, microfilm reels, complete
microfiche bundles, or disaster recovery items) are never to be returned to the State
Records Center. This incurs an additional fee unless this is for files or Disaster
Recovery boxes.
For more information on Alternate Fulfillment Method, please see Appendix: Alternate
Fulfillment Method.
(1) Leave this field empty if this is a standard delivery. (2) When selecting RUSH
delivery, call the SRC Circulation Desk (512-475-5155) after submitting this request so the State
Records Center is aware of this RUSH delivery.

Review the Request Items screen
19:11 »Luguut

ﬁHumE @'Pref eeeeeee Eﬂepuﬂﬁ B, Requests é.Admm Dashbaard @Help = print

Request Items

Clicking the Request button will submit a reguest for the following items to be delivered to the 'Jane Division' Individual.
Change This List & Page 1 | Jump to Page: l:l
Remove 0000819189 1

Enter Number of Files l:l Enter File Info

Items will be requested to this location:

Enter, scan, or click the Search butten to specify the Jane Division

desired destination: [000774386 (1 Y (_Search i
Comments: ane's office#1289; phone#512-555-5000 but Charlie can sign for
he delivery 2

Alternate Fulfillment Method: @

Johnny Agency assigned Jane Division (1) as the delivery destination for this box. He also included
her office location and her office phone number and an additional person who can sign for the
delivery in the Comments field (2). He did not need to make this a Rush or a Permanent
Withdrawal (3).

Once the screen is complete, click Request (4).
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Request Results screen

ﬁHoma g‘preleren:es E Reports | ) Requests 6’Admm Dashhuard @Help = print 19:54 »chcut

Request Results
1 request succeeded
Your request for the '0000815189 1' Box was successfully submitted

This tells you the Request Delivery was successfully submitted. The person assigned as the
delivery destination will receive these items usually within one Monday-Friday workday for a
regular (non-Rush) delivery.

Click OK to return to the homepage grid of the item type tab from where this request was
generated.

If someone else had already requested delivery for this item, you would see the below message
instead of the above successful message:

The '0000819189 1' Box i1s not available at this time. Either there is already a request for this Box, it
Cancel s not at its home location, or else the request has the status ‘pending’. You have been added to the
waitlist.

Waitlist

If you want to receive the item after it is returned to the State Records Center, you do not need to
do anything. The delivery will be processed when the item is returned to the SRC.

If you want to cancel this delivery request, turn to Appendix: Cancel a Request (Pickup or
Delivery).

To cancel any Request, please see Appendix: Cancel a Request (Pickup or Delivery).
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Request Delivery:

from the State Records Center
Files not already entered into TexLinx

If you searched for a file under the Files item type tab (or viewed the box and did not find the file)
that you want delivered from a box that is at the State Records Center but the file does not exist in
TexLinx, you need to create the file in TexLinx before you can request it. You can do this from the
Boxes item type tab. If the file already exists in TexLinx, do not continue in this section; see the
section Request Delivery from the State Records Center: Boxes, Disaster Recovery, Microfilm
Reels, Microfiche Bundles, and Files*.

Find the Items to Request Delivery

‘Organization Quick Box Size Agency Box # Drive Date Eligible Destruction Date

| [ I | [ :I | m)

Created By( 4 )iption  Last Modified Date Destruction Batch # Legacy Tracking #

cription

|l
(Rollover for Currfit Search)

[ Data Manipulation | = Data Removal [ cart [

e search found 0 Boxes
Agency  Inclusive Date  Beginning File | Ending  Eligible Destruction Record Series Event Destruction
Box # Range File Range Date AIN Title Based  Years Months Batch #

To start the file request process in TexLinx, you must find the box by performing a search. There
are two ways to do this::
A. 1. Click the Boxes item type tab.
2. Enter search terms into any of the Quick Search fields to find the box at the SRC.
3. Click Search and continue to Search Results screen on Page 142.
OR
B. 4. Click Search and View.
5. Select Search and continue below

Search Boxes screen

ﬁHDma E.Preierencej ERzpnrh B Requests 6’A:Imm [ 02shboars @Hzlp = print

N ~
Organization: |
Division Name Business Unit Name Sub Business Unit Name Organization NickndWe

Agency Name
Search Here: | ] | ][ ][ |

Current Search:

Search Boxes

Agency Mame:| ]

Division Name:| |

Business Unit Name:| |

Sub Business Unit Name: | |

Enter search information into any fields (including the Infolinx System Fields on the bottom half
of the screen) to find the box where you want to create a file delivery request. Press Execute.
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Search Results screen
TE ﬁHumE g’pmferenaes ER&puﬂs B requests PAdmm UDashhaan‘l @Help = print 19:41 »mguut

Organization Quick 2 - .
e Box Size Agency Box # Eligible Destruction Date

Box Barcode

Create Date Created By Description  Last Modified Date Destruction Batch # Legacy Tracking #

- Rollover for Current Search

Page 1[21[31[41[5]|JumptoPage: | |L.BGO.| &g The search found 01 Boxes

Beginning File | Ending Destruction
L File Range AIN Record Series Title Years Months Batch #
o e o Disisns ok 12/31/2017 Aot oribution L. €A
B e toftumgis  0ootlcoss wavey e e 2 L &
] 0000774348 T‘;‘éa;_Bgassttate AGENCY pe 45 i’z}fﬁgg’n 01l68 06/30/2020 1 ‘;:If":;;i‘:g“g:;s AC 5 5 1 A;::’;:V [
[ oooo774349 T‘;;a;ﬂgafttateme"‘y RC al53 1%2132367 68a|9g 12/31/2015 2 Client Questionnaire 8 A O
] 0000774350 T;"BE;FEE;‘EEAQE"‘V RP-36 60 ig}éﬂggas ac001|zy026 08/31/2056 7  Employee Savings Bonds FE 50 .-
[] oooo774351 T‘;‘?;?Ea:ttat”ge"” RC 10 ig}‘;ﬂggio days|months 12/31/2020 5 Eg‘f;‘r'g:aﬁ"“i”gs AC 10 D‘J\jgfon [+
[] oooo7743s2 T‘;‘éa;_BgassttatEA“"“‘ RC 77 1%210/3315 12?;;_3%59—01.2&1““ 12/31/2025 6 Eg‘gr'g:ﬁ‘““'”gs AC 10 & O

Regardless of the Search method used from the previous page, the above illustration is your next
screen.

Click the checkbox (1) for the box where you know the file is located at the State Records Center.
You can see from the Current Location column (2) which boxes are at the SRC, they have /L in
the Current Location column (3).

Request Delivery

Home Preferences Reports Requests Admin Dashboard Help | = Print 10:19 Logaut
P q GRS g

Organization Quick . - .
D iption Box Size Agency Box # Eligible Destruction Date

]| I I ]
Created By Description  Last Modified Date Destruction Batch # Legacy Tracking #

) =
{0 items) &8

TInclusive Date  Beginning File | Ending e Destruction
BUX BarCoa crip Range Fi ge Dal AIN Record Series Title __Based _Years Months Batch #

O ocoorrazss {9 ) o tosams 2 1232017 Prnting rciributon seney €
0 oooo77esas TOE0 PE I Aaeney Yofmajars 000110085 12/31/2017 Pamimaorciibution geney

[] oooo774348 T‘;’;:?Eaftﬁte AgENSY pe 45 i"z}’ﬁ?,gg'l . 0168 06/30/2020 1 ’;:fgg’;ig%‘;gs AC 5 & 1 A;‘;Z';’;V <
[] oooo774340 Tg‘;:?ggasttatmge"w RC  alS3 1%213%67 68a]99 12/31/2015 2 Client Questionnaire 8 & O

¥l oooo774350 T"g’g;_Bgas'tt“tEAQE"“‘f RP-36 60 }’;}/321?,2365 ac001|zy026 06/31/2056 7 Employee Savings Bonds FE 50 QS O

[ oooo77a3s1 Tz’;f_‘aga:ttateme"” RC 10 i-’z}g—‘\lagg’m days|months 12/31/2020 & E:’:")'I‘_’d\‘:a Earnings AC 10 lD}‘jgfon [ 4
] oopo77a352 Texas_BlEgasttateAgency RC 77 11‘2%213]2'3_15 Izs;lu;ggllzsg-ﬂl.zﬂlssue 12/31/2025 6 E:’&I?dy:a Earnings AC 10 é. o

After you click the checkbox for the box where you know the file is located:

1. Click Activity.

2. Select Request Delivery.
It might seem like you are requesting delivery for the box but this is part of the process
for requesting a file that does not appear in TexLinx.
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Request Items screen

ﬁHoma gﬂpneferemes ER&pnr‘s B reguests 6’Admm Dashhcard @Help = print 19:38 »Loguut

Request Items

Clicking the Request button will move the following items to the " Johnny Agency’ Individual

Change This L= 0 Page 1 | Jump to Page: D@
Record Description
Remove 0000774350 60
Enter Number of Fies S || a0

Items will be requested to this location:

Enter, scan, or click the Search button to specify the Johnny Agency

desired destination: [000774385 |Essarcn) 8.

Comments: | |

Alternate Fulfillment Method:

In the field to the right of Enter Number of Files (1), enter the number of files you want to request
from this box. Then click Enter File Info (2).
Data Example: 3

Enter File Information

ﬁuome gﬂpnefenenoes ERepDﬂs B Requests 6’Admm Dashhuard @Help (= print 19:56 »mgaut

Request Items [ Cancsl |
Clicking the Request button will move the following items to the ' Johnny Agency’ Individual

Change This List @ | page 1 | Jump to Page: | |[IMGOM)

Remove 0000774350 60

Items will be requested to this location:

Enter, scan, or click the Search button to specify the Johnny Agency

desired destination: [po00774385 | s £,

Comments: | ‘

Alternate Fulfillment Method:

Recent Request Destinations

Ttem Description Item Barcode Ttem Type
[Seleat | Jane Division 0000774386 1
[Sees)  ohany Agency 0000774385 1

Enter File Information

*Agency File Name | Agency Sub File Name | File Notes

After clicking Enter File Info, a table appears below the Alternate Fulfillment Method field (or
below the Recent Request Destinations field, as it appears in this illustration). Depending upon the
size of your screen you might have to scroll down the screen to see the Enter File Information
table.

The number of rows available depends upon the value entered in the Enter Number of Files field
near the top of the screen. If you find that more or fewer rows for this box are needed, repeat the
steps at the top of this page. The table adds or removes the available rows.

Changing the number of rows after you enter data in the table results in the data being
cleared.
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Enter File Information table

Enter File Information

*Agency File Name | Agency Sub File Name | File Notes

® @ 3

There are three field columns on this table:

1. Agency File Name is a required field. This is the name you assign to the file. Any character can
be used except for the Pipe symbol (as explained in the Boxes sections, also explained in
Appendix: Definitions).

Data Example: cj010

2. Agency Sub File Name is an optional field for additional information assigned to the file.
Data Example: Averages

3. File Notes is an optional field for information on this file.

Data Example: February

Changing the Delivery Destination

Items will be requested to this lecation:
Enter, scan, or click the Search button to specify the Johnry Agency
desired destination:
0000774385 | 2

Move back up the page to review delivery information.

In the above illustration, Johnny Agency is the delivery destination (1). Sometimes a person other
than yourself is the delivery destination. To make this adjustment, click Search (2) and continue
below to search for the person who is the delivery destination.

If this dialogue box appears below the Alternate Fulfillment Method field:

Recent Request Destinations

Jane Division 00007743386 1

click Select if this person is the delivery destination and continue with Alternate Fulfillment
Method on Page 145.

Items will be requested to this location:

Enter, scan, or click the Search Johnny Agency

button to speafy the desired
destination: |ODUU7?4385 |[&]1
j_ Individuals
i El (L User ID First Name Last Name Role Individuals Barcode

Description

[ [ [ [ [ [ ]
E} [(Rollover for Current Search)

Page Rump to Page: D@ The search found 0 Individuals o

When you clicked Search from the previous illustration, a Search portal appears. To search for the
individual at your agency who is the delivery destination, enter information for that person in any
of the Quick Search fields (1) and click Search (2).

Data Example: Jane (in First Name) Division (in Last Name)
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Changing the Delivery Destination (continued)

Iterns will be requested to this location:

Enter, scan, or click the Search Johnny Agency

el el s [sowen £
j_lndividualsl
LT T g User ID First Name Last Name Role Individuals Barcode
Description
[ ] [ | Jane | Division | [ ] [ |

(Rollover for Current Search)
P?Jump to Page: l:l The search found 1 Individual

C JaneDivision Jane Division Admin. staff Records Center User 0000774386

When a list of names appears, click the button to the left of the person who should be assigned as
the delivery destination for this delivery request.

If you do not see the person you want to assign as the delivery destination, contact your
agency’s Records Management Officer.

Comments field

Comments:

Use the Comments field to provide information that will assist the delivery driver from the State
Records Center.
Data Example: Ring bell on loading dock.

Alternate Fulfillment Method

akemate Fult It Method

There are two options here:
o Rush: If this is a rush delivery, select this option. This incurs an additional fee. See Tex
Says below for additional instruction.
o Permanent Withdrawal: Select this if the item(s) are never to be returned to the State
Records Center. Files do not incur an additional fee for this option.
For more information on Alternate Fulfillment Method, please see Appendix: Alternate
Fulfillment Method.
(1) Leave this field empty if this is a standard delivery. (2) When selecting RUSH
delivery, call the SRC Circulation Desk (512-475-5155) after submitting this request so the State
Records Center is aware of this RUSH delivery.
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Submit the Delivery Request

ﬁHcma gﬂpmfenemes E Reports | ) Requests é’Admm Dashhcard @Help = print 18:42 »Lngnut

Request Items

Clicking the Request button will submit a request for the following items to be delivered to the Jane Division' Individual. ,

Change This List & [ page 1 | Jump to Page: |80

Remove 0000774350 60

Items will be requested to this location:

Enter, scan, or click the Search button to specify the Jane Division

desired destination: ‘UUUU?PBSG ‘ i | 1
Comments: Ring bell on loading dock. |
Alternate Fulfillment Method:
Recent Request Destinations

Item Description Item Barcode Ttem Type
Jane Division 0000774386 j_
[ Sselect | Johnny Agency 0000774385 1

Enter File Information

*Agency File Name | Agency Sub File Name | File Notes
cj010 Averages February
cm005 Averages February
lig024 Averages February

Once the information appears as you want it to appear on the Request Items screen, click Request.

Request Results

ﬁHumE Q° Preferences E Reports | ) Requests 6’Admm [ p=shboard @Help = print 18:52 *Lﬂguut

q Results

Your request for the 'cj010 0000819214’ File was successfully submitted
Your request for the 'cm005 0000815215 File was successfully submitted
Your request for the 'jg024 0000819216' File was successfully submitted

This screen lists the items you have submitted for the delivery request. This process is complete. A
file barcode label is generated at the State Records Center and affixed to the file so that if it is
returned, it will be placed into the box from where it was pulled. Do not remove the file barcode

label.

To cancel any Request, please see Appendix: Cancel a Request (Pickup or Delivery).
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Request Delivery:

from the State Records Center:
Microfiche Jackets

This section shows how to request delivery for microfiche jackets (also known as a microfiche
partial bundle) using the Fiche Circulation tab by way of the Microforms tab. A microfiche partial
bundle is any amount of microfiche jackets less than a microfiche complete bundle.
To request delivery for microfiche complete bundles, see the section Request Delivery
from the State Records Center: Boxes, Disaster Recovery, Microfilm Reels, Microfiche Bundles,
and Files*.
Use Search

TE Ay Home Y Preferences BREDHE B Requests ﬁkdmm [ 0ashboard @H elp | = Print 15:43 »Logout
{2 Boxes| 5 Fies | Rl isaster recovery[| B vicrotorms ||| Fiche circuation)| | [® |

. Organization Quick -
Microforms Barcode Description Agem:y Name ‘—\Dl\uslon Name Agency Reel # Inclusive Date Range
\ ) I ) | [ I |

. =
(0 items) &&

Drive Da E“g'"“'"" Fﬁ""'““ Create Date . By Description m«; # Last Modified Date
ile Range
Search] | Clear | jRnIIover for Cur§ Search)

lldlsne Date ﬁh Film Beginning File | Fiche
p Size g File Rang

1. Click the Microforms item type tab.
Enter search terms into any of the Quick Search fields to find the microfiche bundle.

3. Click Search (continue to Search Results screen on Page 150).

OR
4. Click Search and View.
5. Select Search (continue below).

Search Microforms screen
ﬁHnma gﬂnmf eeeeeee E]Rapnrts B requests é’Admm Dashlmard @Help =, print 19:51 »Lngnut

Search Microforms _Execute |
B ~
Organization: | ’

Agency Name Division Name Business Unit Name

Search Here: | ] ]

Current Search:

Business Sub-Unit Name Organization Nickname ‘

Agency Name:|

Division Name:|

_ " Organization Quick - Contact Phone # (and
Imaging Production # Description Agency Name Division Name Contact Name extension)

Enter search information into any fields (including the Infolinx System Fields on the bottom half
of the screen) to find the microfiche bundle that the microfiche jackets are associated. Press

Execute.

Imaging Production:
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Search Results screen

I ﬁ.Hcma @° preferencas E Reports | ), Requests é’Admm Dashhnard @Help = print 19:56 » Logout

Organization Quick . .
D iption Agency Name Division Name Agency Reel # Inclusive Date Range
|0000774384 or 77495 or | ] Il ] Il

Drive Date Eﬁgi::giﬁ'e IEnding  ceate pate Created By Description  Legacy Tracking # Last Modified Date

Microforms Barcode

|
- (Rollover for Current Search)

OFT€  Search and View | %[ Data Manipulation | Data Removal | ][ Cart [ (© iteme) T
' oPage: [ |LB0 | & The search found 4 Microforms

Microfor 5
Barcod. i R i Film Type

Administration participants

Texas Big State Agency 1 - Authorization to 1/1/2003- 1 | |
[ oooo774384 288 - Central Participate Cards AC H 5 ] 12/31/2014 Microfiche  MICROFICHE '\J?:Egittr:tmn 64 R+ ] '
Texas Big State Agency 4 - Notice of Possible 12/1/1980- Client X7382 | Client 1 Johnny i
[] ooo0777495 988 - Central Eligibility 15 32.000 11/30/1989 Microfiche MICROFICHE 20 186 Baency [+ IS
Texas Big State Agency 27 - File Reports and 1/1/2013- . 1 Johnny |
[J oooo778177 s - taer Updates AC 1 6 TRL 5/31/2013  Microfiche MICROFICHE 01/01/2013 | 12/31/2013 152 aeney [+
Texas Big State Agency 27 - File Reports and 1/1/2014- /" 1 Johnny I
[ oooo778178 Bt Updates AC 1 5 TR2 157512014  Miorofiche MICROFICHE 01/01/2014 | 12/31/2014 176 gency [+

Regardless of the Search method you used from the previous page, the above illustration is the next
screen. Since individual microfiche jackets are not identified on the Microforms tab, you should
select the microfiche bundle where you know the microfiche jackets are located.

You are limited to work with one Microfiche Bundle at a time. If you need microfiche jackets for
multiple microfiche bundles, create separate Fiche Circulations. Find the bundle that contains the
microfiche jackets that you need to request delivery. Confirm the bundle is at the State Records
Center (SRC). You can see 4L in the Current Location column (1) for items at the SRC. Click the
checkbox (2) for the microfiche bundle and continue below (or click the Microforms Barcode (3) to
go directly to the View screen and turn to View a Microform screen, Page 151).

The grid has as many container rows as your Preferences allow. If you need to see all of
the containers you have searched but they are on multiple pages (4), increase/decrease the number
of containers shown:

1. click Preferences at the top of the screen in the Navigation Menu.

2. click Home Page.

3. edit the number that appears in the field for Number of records per page displayed in grid.
4. click Save.

Move to View a Microform screen

I E ﬁHnme P Preferences E Reports ) Requests dﬂadmin Dashhnard @He\p = print 18:35 »Lnguut

. Organization Quick S ;
Microforms Barcode b iption Agency Name Division Name Agency Reel # Inclusive Date Range

Created By Description  Legacy Tracking # Last Modified Date

) =
{0 items) &&

Page 1 | Jump t)
Beginning File | Ending Fiche
B Barcode & i ge Film Typ File Range Count
Administration participants

- Autharization to 1/1/2003- 3 Rl
¥ oooo77438¢  rticipate cands 3/31/2914  Microfiche MICROFICHE L;Ar:tlir;\'l;\;ittr:tmn 64 ki

Agency 4 - Notice of Possible 12/1/1980- Client X7382 | Client 1 Johnny
Microfiche MICROFICHE X7044 188 " o

]
1

[ oooo777485 Eligibility 11/30/1989 gency -
Texas Big State Agency 27 - File Reports and 1/1/2013- . . 1 Johnny |

[ oooo778177 Pas - bact Updates AC 1 6 TR1 12/31/2013 Microfiche MICROFICHE 01/01/2013 | 12/31/2013 192 Agency [+ Y
Texas Big State Agency 27 - File Reports and 1/1/2014- : / 1 Johnny I

[ oooorrsivs et Updates AC 1 & TR2 12/31/2014 Microfiche MICROFICHE 01/01/2014 | 12/31/2014 176 Agency Q 4

After clicking the checkbox for the microfiche bundle, click Search and View (4) and select View
(5).
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View a Microform screen

TE ﬁHcma @Fpmfenemes E]Repnrts B requests é’Admm Dashhcard @Help = print 12:38 »Lngnut

View a Microform

[‘Activity [ Search and view [ Data Manipulation [ ][ Data Removal [ cart [

Organization Information : Texas Big State Agency - 988 - Central
Agency Name: Texas Big State Agency - 988

Division Name: Central

Imaging Production Infermation :
Imaging Production #:

AIN:

Record Series Title:
Years:

Months:

Days:

Event Based:
Event Trigger:
Archival:
Confidentiality:
Vital:

Legal Citations:

What are you sending us to be
imaged? (Media Type):

Record Series Information : 1 - Authorization to Participate Cards
AIN: 1

Record Series Title: Authorization to Participate Cards
Years: 5
Months: &

Days:

0000774384 9 contents:

(1) Scroll down the page to where you see = ... c.cmon sanen 0000774384 is the microform barcode,
9 is the microfiche bundle number.

poles:

Administrative
Audit
Fiscal
Legal

Public Information

Current Location:

& ©

Home Location:

Hub Location: i sqc - ooooossess

0000774384 9 contents:

E 0 Fiche Circulation Add New
Infolinx System FieNj
Deleted: 2

Microforms Barcode: 0000774384

Microforms Quick Description: 0000774384 9
Create Date: 05/11/2015 01:52:17 PM

(2) Click Add New.

If you see the below line of information in addition to Add New, disregard the additional
information. Click Add New.

0000774369 al53 contents:

1 Fiche Circulation Show Add New Run Contents Report Query Fiche Circulation at this location Query all Fiche Circulation with 0000774369 a153 as home location

151



Request Delivery from SRC: Microfiche Jackets

Create a New Fiche Circulation screen
TE ﬁHcma #Pr\efenenc\es EREDDHE B requests é.Admm Dashhcard @Help = print 19:53 »mguut

Create a new Fiche Circulation

The newly crested Fiche Circulation will be located in the 0000774384 8
Fields marked with an * are required.

@h =Q0rganization: [Texas Big State Agency - 988 - Central

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.
Page 1 | Jump to Page: | |@00)
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
@  Texas Big State Agency - 988 Central

@h Microforms: 000774384 3 CAdd )

Microforms Barcode gg:':gg:" Quick Agency Name Division Name Agency Reel # Inclusive Date Rz

Search Here: Beginning Fi i
Drive Date ﬁle'l"'::";ﬁ'e | Ending ¢ ote Date Created By Description  Legacy Tracking # Last Modified Dat

|Current Search:There is no current Microforms query. Te search Micraforms, enter your criteria and click the Search button.

Page 1 | Jump to Page: | [[iG0I]

Search Here: |

Imaging
Agency Division Imaging Production Record Record Event Event
Name Name Production # Series Series Title Based Years Months Trigger Archival Confidentiality

. gf"tas AB‘Q 8i ;' *horizat Authorization
® 0000774234 SSEEAGENTY  oiove Central utharization 4y 5 participate AC 5 6 Confidential
- 988 - A to Participate
gency Cards.
Central “aas Cards

*# of Pulls:| |

# of Fiche Pulled:| ]

MNotes:

The top half of this screen is already completed because the information from the Microfiche
Bundle populates the fields for Organization (1) and Microforms (2). The Barcode for the
Microfiche Bundle (0000774384) and the Agency Reel # (9) appear in the Microforms field. The
Record Series assigned to the Microfiche Bundle (3) appears below the Microforms information.

*# of Pulls
*# of Pulls:| |

# of Pulls is a required field. It is a tool used in billing. Since this is a pull request from one
Microfiche Bundle, you will always enter the number 1 into this field.

# of Fiche Pulled
# of Fiche Pulled:| |

# of Fiche Pulled is how many Microfiche Jackets you are requesting from the Microfiche Bundle.
If you are unsure of the number of fiche, enter the number of items you list in the below
Notes field.

Notes

Notes:

Notes is where you enter the title bar information for each Microfiche Jacket you request. The
number of items listed here will match the number you entered into the above field # of Fiche
Pulled.
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Completed: Create a New Fiche Circulation screen:
TE ﬁHumE g’pmrerencgs Enepuds B Regquests dﬁAdmm mDashhnard @Help = print 4:31 *Lnguut

Create a new Fiche Circulation

The newly created Fiche Circulation will be located in the 0000774384 9

Fields marked with an * are required.

*0Organization: [Texas Big State Agency - 958 - Central

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | ] 1 ] [ | I ]

|Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button.
Page 1 | Jump to Page: || LGB0
Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
(@ Texas Big State Agency - 988 Central

Microforms: [0000774384 9 |(CAdd |

" Organization Quick Lo N
Microforms Barcode Description Agency Name Division Name Agency Reel # Inclusive Date Rz

Search Here: inni il i
Drive Date rl}_:fgl;::‘r;geﬁle | Ending Create Date Created By Description Legacy Tracking # Last Modified Dat

|Current Search:There is no current Microforms query. To search Microforms, enter your criteria and click the Search button.

Page 1 | Jump to Page: [ LG8

Imaging
Agency Division Imaging Production Record Record Event Event
Name Name Production # Series Series Title Based Years Months Trigger Archival Confidentiality
Texas Big ng"as
® 0000774334 :"t;;gfge"w State  Central
Agency
- 588

;\jthnr\zatmn Authorization
to Participate © to Participate Confidential
o Participate Cards

Central Cards

*z of Pulls:[1 |

# of Fiche Pulled:[3 ]

MNotes: [Charles, Jamie
Foster, Daniel
Melton, Mick

Saving
[ Save & New | [ Save & View | [Save & Close|

When the fields are complete, the next step is to Save the information.

These three options are located at the Create a New Fiche Circulation screen’s top right:

o Save & New: Do not select this option because you will not create more than one Fiche
Circulation per bundle.

o Save & View: Use this if you are ready to make a Request Delivery. On the View a Fiche
Circulation screen, click Activity and select Request Delivery and turn to Page 157, Request
Items screen.

o Save & Close: Use this if:

—You want to save the information you have entered for the Fiche Circulation but you are not
yet ready to make a Request Delivery for the Fiche Circulation.

or

—You need to create another Fiche Circulation from another Microfiche Bundle.
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Creating Fiche Circulation dialogue box

Creating Fiche Circulation |
Fiche Circulation with barcode 0000815233 successfully created at 2/25/2016 £:48:33 AM.

Ok

If the above dialogue box does not appear, and you are returned to the Create a New Fiche
Circulation screen, an error message appears at the top of the screen. Correct the error and click the
save option you selected.

When the above screen appears, it includes the Fiche Circulation Barcode that was generated for

this Fiche Circulation. The Fiche Circulation Barcode is the unique identification number applied to

each item created in TexLinx. Click OK. Then, if you selected:

o Save & View: The Fiche Circulation has been saved in TexLink. View a Fiche Circulation is
the screen to review the Fiche Circulation you just created. Continue below to use Save & View
to request delivery from the State Records Center.

e Save & Close: The Fiche Circulation has been saved in TexLinx and the Microforms homepage
appears. Continue to Find the Items to Request Delivery on the next page when you are ready
to request delivery for this Fiche Circulation.

REQUEST DELIVERY FOR MICROFICHE JACKETS

Use Save & View to Request Delivery
18:03 »Logout

TE ﬁHDme @‘prererences BREDDHE B Requests ﬁkdmin Dashhuard @He\p = Print

Jon : Texas Big State Agency - 988 - Central
Agency Name: Texas Big State Agency - 988

Division Name: Central

Microforms Information : 0000774384 9
Inclusive Date Range: 1/1/2003-12/31/2014

Film Type: Microfiche
Beginning File/Ending File: Administration participants | Administration participants
Fiche Count: 64
Notes:
Legacy Tracking #:

Legacy Notes:

# of Pulls: 1
# of Fiche Pulled: 3

Notes: Charles, Jamie Foster, Daniel Melton, Mick

Current Location: 1 Johnny Agency €3

Home Location: @ oooo774384 9
Hub Location: @ SRC - 0000085998

Infolinx System Fields

Deleted:
Fiche Circulation Barcode: 0000819233

Fiche Circulation Quick

W1 0000819233 - Texas Big State Agency - 988 - Central
Description:

From the View a Fiche Circulation screen, review to make sure the information is correct. If you
need to make changes, click Data Manipulation and select Update then repeat the Save process. If
everything is correct, click Activity (1) and select Request Delivery (2) and turn to Request Items
screen, Page 157.
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Find the Items to Request Delivery

ﬁHome g’prerenenoes ERepDﬂs B requests 6’Aﬂm|n Dashhuard @He\p = print 5:58

# of Fiche Pulled Fiche Circulation m)
Barcode

- =
(0 items) &&

he search found 0 Fiche Circ

on
3 of Fiche Pulled Notes Fiche Circulation Barcode

To find the Fiche Circulation that lists the Microfiche Jackets you need delivered from the State
Records Center, there are two ways to perform a search:
A. 1. Click the Fiche Circulation item type tab you want to search.
2. Enter search terms into any of the Quick Search fields to find the Fiche Circulation.
3. Click Search and continue to Search Results Screen on Page 156.
OR
B. 4. Click Search and View.
5. Select Search and continue below.

Search Fiche Circulation screen

TE ﬁHumE g’pmferenaes ER&puﬂs B requests d’Admm Dashhuard @Help = print 19:47 »mguut

Search Fiche Circulation

Organization:

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | ] | | ] |

Current Search:

Agency Name:|

Division Name:|

Microforms: |

Organization Quick . .
Description Agency Name Division Name Agency Reel # Inclusive Date Range

Search — "
Here:  Drive Date Eﬁg':::"; File |[Ending ¢t pate Created By Description  Legacy Tracking # Last Modified Date

| J | 'l 'l J | 'l
Current Search:

Inclusive Date Range:|

Microforms Barcode

Film Type:|

Beginning File/Ending File:|

Fiche Count:|

Notes: |

Legacy Tracking #:|

Legacy Notes:|

# of Pulls:|

# of Fiche Pulled:|

Notes:

Enter search information into any fields (including the Infolinx System Fields on the bottom half
of the screen) to find the item(s) that you want to request delivery. Press Execute.
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Search Results screen
TE A Home | P Preferences Eﬁepuﬂﬁ B Reauests d’Admm [0 0ashboard @Help = print 3145 w\.oguut

Fiche Circulation Organization Quick

Barcode Dexeript # of Fiche Pulled
[B19233 | N
==

(Rollover for Current Search)

=
{0 items) &3

Organization Quick Description # of Fiche Pulled Current Location

O 9233 Texas Big State Agency - 988 - Central 3 Charles, Jamie Foster, Daniel Melton, Mick 1 Johnny Agency Q¥

Regardless of the Search method you used from the previous page, the above illustration is the next
screen.

Click the checkbox(es) (1) for the Fiche Circulation item(s) you want to request delivery from the
State Records Center. If there is more than one item and you want to select all of the items on this
screen page, click the checkbox in the orange ribbon (2).

TE A Home | QP Preferences E Reports ) Requests d’mlmin [ ashboare @Help = print 15:53 »Loguut

Fiche Circulation Organization Quick _
Barcode 3 Description # of Pulls # of Fiche Pulled

[B19233 [ ] [ ] [
- (Rollover for Current Search)

- =
(0 items) &&

E ﬂ The search found 1 Fiche Circulation

Organization Quick Description

ocation
Texas Big State Agency - 986 - Central Charles, Jamie Foster, Daniel Melton, Mick 1 Johnny Agency o

After you select the Fiche Circulation item, click Activity (3) and select Request Delivery (4).
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Request Items screen

ﬁHumE g’ Preferences E Feports | ) Requests é.Ar.lmm Dashbuard @Help = print 16:54 » Logout

Request Ttems

Clicking the Request butto@nove the following items to the " Johnny Agency’ Individual

Change This List & | Page 1 | Jump to Page: [ |G00)

Remove 0000815233 - Texas Big State Agency - 988 - Cemtfal

Items will be requested to this location:

Enter, scan, or click the Search button to specify the Johnny Agency

desired destination: [0000774385 \3/ ‘[_L@_]i

Comments: | \4) |

Alternate Fulfillment Method:

1. Page Information: Tell you how many request pages there are. There are 10 requests per
request page. All requests will be submitted together.

2. Record Description: The Fiche Circulation you selected on the previous screen is listed here.

3. Delivery Destination: This is the person who receives these Microfiche Jackets.
If the person who is to receive the Microfiche Jackets is someone other than the
person listed here, see below, Changing the Delivery Destination.

4. Comments: You may enter information here to assist the State Records Center driver who is
delivering your items.

5. Alternate Fulfillment Method: Used for rush delivery or Permanent Transfers.
For more information about Alternate Fulfillment Method, turn to Page 159.

Changing the Delivery Destination

Itemns will be requested to this location:
Enter, scan, or click the Search button to specify the Johnny Agency
desired destination:
esired destination |[]ﬂ[][]7?d1385 | 1

In the above illustration, Johnny Agency is the delivery destination (1). Sometimes a person other
than yourself is to be the delivery destination. To make this adjustment, click Search (2) and
continue on the next page to search for the person who is the delivery destination.

If this dialogue box appears below the Alternate Fulfillment Method field:

Recent Request Destinations

0000774336 1

click Select if the person listed is the delivery destination and continue to the third illustration on
Page 158 to see the delivery location name has been changed.
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Items will be requested to this location:

Enter, scan, or click the Search Johnny Agency

button to specify the desired
destination: ‘ODUDT?ASES ‘[&1
1 Individuals
ML T s User ID First Name Last Name Role Individuals Barcode

Description

[ J [ J [ J [ J [ J [
@ (Rollover for Current Search)

Page Nump to Page: D@ The search found 0 Individuals o

9 First Name Last Name

Individuals Barcode

When you clicked Search from the previous illustration, a Search portal appears. To search for the
individual at your agency who is to be the delivery destination, enter information for that person in
any of the Quick Search fields (1) and click Search (2).

Data Example: Jane (in First Name) Division (in Last Name)

Iterns will be requested to this location:

Enter, scan, or click the Search Johnny Agency
button to specify the desired
destination: |ODUDT?4385 ‘[&]1
j_ Individuals
LT T g User ID First Name Last Name Role Individuals Barcode

Description
[ ] [ | Jane | Division ] | [

@ {Rollover for Current Search)

Pagefl Jump to Page: | |L.BO.| The search found 1 Individual

Individuals Barcode
JaneDivision Jane Division Admin. staff Records Center User 0000774386

When a list of names appears, click the button to the left of the person who is to be assigned as the

delivery destination for this delivery request.
If you do not see the person you want to assign as the delivery destination, contact your
agency’s Records Management Officer.

Items will be requested to this location:
Enter, scan, or click the Search button to specify the Jane Division ’

desired destination: |UUD[]TT4386 |[ E | ]1

When Johnny Agency selected Jane Division as the delivery destination, her name replaced his
name as the delivery location.

Comments field

Comments:

Use the Comments field to provide information that will assist the delivery driver from the State

Records Center.
Data Example: Ring bell on loading dock.
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Alternate Fulfillment Method

Akamats Fulflmant Mathzd:

Rush
Farmasant Wihdrawal

There are two options here:

e Rush: If this is a rush delivery, select this option. This incurs an additional fee. See Tex
Says below for additional instruction.

o Permanent Withdrawal: Select this if the item(s) are never to be returned to the State
Records Center. This does not incur an additional fee for individual microfiche jackets,
only when the request is for a permanent withdrawal of complete microfiche bundles.

For more information on Alternate Fulfillment Method, please see Appendix: Alternate
Fulfillment Method.

(1) Leave this field empty if this is a standard delivery. (2) When selecting RUSH
delivery, call the SRC Circulation Desk (512-475-5155) after submitting this request so the State
Records Center is aware of this RUSH delivery.

Review the Request Items screen
*Hnma @ Preferencas E]Repnrts B requests 6’Admm Dashlmard @Help = print 18:06 *Lngnut

Request Items

Clicking the Request button will submit a request for the following items to be delivered to the 'Jane Division' Individual.
Change This Lst @ | page 1 | Jump to Page: [
Record Description
Remove 0000819233 - Texas Big State Agency - 988 - Central

Items will be requested to this location:

Enter, scan, or click the Search button to specify the Jane Division P

desired destination: 1

povar7aszs (1) [ Search |

Comments:

Ring bell on loading dock. (2 )

Alternate Fulfillment Method:

Johnny Agency assigned Jane Division (1) as the delivery destination for the microfiche jackets. In
the Comments field (2), he had a special request for the SRC delivery driver.
Once the screen 1s complete, click Request (3).

Request Results screen

A Home | @ Preferences E] Reports | ), Requests 6’Admm [0 oashboard @Help = print 19:43 » Logaut

Request Results

Your request for the "0000819233 - Texas Big State Agency - 988 - Central' Fiche Circulation was
successfully submitted

This tells you the Request Delivery was successfully submitted. The person assigned as the
delivery destination will receive these items.

Click OK to return to the microforms homepage grid.

To cancel any Request, please see Appendix: Cancel a Request (Pickup or Delivery).
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Imaging Production
Create a work order for the State Records
Center’s Imaging Department

The Imaging Production item type tab is where you complete fields to create instructions to tell
the State Records Center’s Imaging Department what you want done for a finished product. This

item type tab has replaced the RMD101 paper form.

TE ﬁ Home @' Preferancas E] Reports ) Requests d’ Admin Dashbasrd @ Help (=% Print 19:55 » Logaut
= ove =~ = T = - . . T
Imaging Production # DI:I rganii;tai‘l)i:n Quick Agency Name Division Name Contact Name ‘ c""m[.t N)""'e # (and
What are you sending us . N .
to be imaged? (Media :\I‘r:::i'r.r;e?dla are we p a i la are we uplis Type of Duplicate Addition

Type)

| |
Rollover for Current Search

) =
{0 items) &8

‘What are you sending us to What media are  What size media are Type of
be imaged? (Media Typ we creating? we: creating? Duplicz

1. Click the Imaging Production item type tab.
2. Click Data Manipulation in the Action Menus.
3. Select Create from the dropdown menu.
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

All fields with an asterisk (*) are required fields. The page does not process without
completing these required fields.

Create a new Imaging Production screen

TEx ﬁHnma @‘pmranances E Reports I!.lhqugrs fAdmin Dashhnard @He\p = print 19:52 » Logout

Create a new Imaging Production

Fields marked with an * are required.

*Imaging Production #:[ 0000519218

*Organization: |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | \ ] | |

Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. @ @
Page 1 | Jump to Page: | G0

Agency Name Business Unit Name Business Sub-Unit Name Organization Nickname

Texas Big State Agency - 988 Texas Big State Agency

Texas Big State Agency - 988 Central

() Texas Big State Agency - 988 East

(0 Texss Big State Agency - 988 West
() Texas Big State Agency - 988 North
(0 Texas Big State Agency - 983 South

Contact Name: |

Contact Phone # (and
extension):

Will Created Media be stored atD
SRC?:

will Source Media be stored atD
SRC?:

Record Series: |
gg::'ii;m:s" Quick AIN RSIN Record Series Title Event Based
I | [ I [
Search Months Days Event Trigger Archival Vital
Here: I ] ] I
Legal Citations Approval Status
]

Current Search:There is no current Record Series guery. To search Record Series, enter your criteria and click the Search button,

*# of Items being Sent:|

*What are you sending us tn

be imaged? (Media Type):

Is your Source Media already
stored at SRC?:

If Source Media is stored here,l
how many are we imaging?:

Agency Reel #/Box # Range
and/or Barcodes:

*Inclusive Date Range:|

*What media are we creating?:[ V]
Whatsgemedasewe ]
creating?:

Beginning File | Ending File
Range:

Process Only?:[]

Duplicate

Addition

Document Preparation: [

# of Reels Returned tal
Customer:

Notes:
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

*Imaging Production #

*Imaging Production #:[ 0000819218

The Imaging Production # is an auto-generated barcode created by TexLinx that is assigned to
your Imaging Production request. You cannot edit this field.

*Organization

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | | | | | &a=x1)

Current Search:There is no current Organization query. To search Organization, enter your criteria and click the Search button. @

*0Organization:

Page 1 | Jump to Page: I:l&

Texas Big State Agency - 988 Texas Big State Agency

Texas Big State Agency - 988 Central
Texas Big State Agency - 988 East
Texas Big State Agency - 988 West

Select the Organization within the agency associated with this Imaging Production by clicking the
button on the left side of the screen or use the Quick Search fields (1) to reduce the number of

options.
If you do not see the organization you need, the organization does not exist in TexLinx or
your permissions do not allow you to see that organization. Contact the Records Management

Officer at your agency to resolve this issue.

Contact Name

Contact Name:| |
Contact Name is the person the State Records Center’s Imaging Department contacts concerning

this Imaging Production.
Data Example: Johnny Agency

Contact Phone # (and extension)

Contact Phone # {and|
extension):

Contact Phone # is the phone number for the person listed as the Contact Name.
Data Example: 512-555-5002 x75

How these fields look when completed:
ﬁmeE @‘Pmierenues Ekepuns B requests ﬁkdmm Dashlmard @Help = print 19:11 wmguut

Create a new Imaging Production

Fields marked with an * are required.

*Imaging Production #:[0000819218

*0rganization: [Texas Big State Agency - 988 - Central
Agency Name Division Name Business Unit Name Business Sub-Unit Name ~Organization Nickname
Search Here: | ] |
Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button. @

Page 1| Jump to Page: | B0

D Texas Big State Agency - 938 Texas Big State Agency

(®  Texas Big State Agency - 983 Central
_)  Texas Big State Agency - 988 East
() Texas Big State Agency - 988 West

Contact Name: [Johnny Agency |

Contact Ph:gtzlfsifn”}‘? E12.655 5002 75 |




Imaging Production: Create a Work Order for the SRC’s Imaging Department
Will Created Media be Stored at SRC?

Will Created Media be stored atD
SRC?:

Click this checkbox if the product the State Records Center’s Imaging Department is creating for
you is to be stored at the State Records Center and complete the appropriate tab for storage.
If you click this checkbox, the Record Series field below becomes a required field.

Will Source Media be Stored at SRC?

Will Source Media be stored atD
SRC?:

Source Media is what you are providing as the material for this Imaging Production. Click this
checkbox if the items the State Records Center’s Imaging Department is using to create an imaging
product for you is to be stored at the State Records Center.

Record Series

*Record Series: ]

Organization Quick

Description AIN RSIN Record Series Title Event Based
\ | B | [pmployee |
Search Months Days Event Trigger Archival Vital

Here: | I I | I

Legal Citations Approval Status ‘
Current Search:Find all Record Series where Record Series Title Contains 'employee’.

Page 1 | Jump to Page: I:l Go

15-588-

~ Texas Big State Agency - Employee Earnings
) g9sg 3 Records AC 10 R False 005 Approved
(O Texas Big State Agency - 5 Employee Savings Bonds  FE 50 R False 13-988- Approved
988 007
— Texas Big State Agency - Employee Deduction 15-G88-
_ 8 Authorizations FE 50 R False D08 Approved
() Texas Big State Agency - 55 Employee Surveys us 10 True 15:588- Approved

022

Record Series is a required field only if the product the State Records Center’s Imaging
Department is creating will be stored at the State Records Center (SRC) and/or if the Source Media
you provide will be stored at the SRC. The Record Series Title on the agency’s Records Retention
Schedule is what the imaging media is to be assigned. Select the Record Series Title by clicking the
button on the left side of the screen. Initially, every Record Series available for storage appears.
Use Quick Search fields (1) to narrow the selection of Record Series Titles and press Search (2).
If the Record Series you need is not listed, contact your agency’s Records Management
Officer to resolve this issue.

How these fields look when completed:

Will Created Media be stored at
]
SRC'?:

Will Source Media be stored at

SRC?:
*Record Series: 22 - Employee Surveys |

33‘::?;":;:" Quick AIN RSIN Record Series Title Event Based Years
I | [ | [ | [employes | [ | [ |

Search Months Days Event Trigger Archival Vital Remarks

Here: | I I I I I ]
Legal Citations Approval Status

|
Current Search:Find all Record Series where Record Series Title Contains 'employee’. Clear

Page 1 | Jump to Page: l:l

15-588-

~ Texas Big State Agency - Employee Earnings

- ogg [ Records AC 10 R False 006 Approved
(O Jexas Big State Agency - 5 Employee Savings Bonds  FE 50 R False ég;BEB- Approved
-, Texas Big State Agency - Employee Deduction 15-988-

8 s e ed FE 50 R False o Approved
(@) TexasBig State Agency - 55 Employes Surveys us 10 True 137388- Approved

022
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

# of Items being sent

*# of Items being Sent:| |

# of Items being sent is a required field. This is the total number of containers for the source
documents that you are providing to the State Records Center’s Imaging Department to create your
product.

*What are you sending us to be imaged (Media Type)

*What are you sending us to
be imaged? (Media Type):

Diazo 16mm - 2.5mil
Diazo 16mm - 5mil
Diazo 35mm - Smil
Electronic

Hard Copy
Micrefiche (Duplicate)
Micrefiche (Original)
Silver 16mm - 2 5mil
Silver 16mm - 5mil
Silver 35mm - Direct
Silver 35mm - Print

What are you sending us to be imaged (Media Type) is a required field. This is the medium type
of the source documents you are providing.
With the exception of Diazo, all media types are eligible for storage at the State Records
Center:

e Diazo 16mm-2.5mil: Diazo is a less durable microfilm used for non-archival and non-
permanent information in 16 millimeter, 2.5mil.

e Diazo 16mm-5mil: Diazo is a less durable microfilm used for non-archival and non-
permanent information in 16 millimeter, Smil.

e Diazo 35mm-5mil: Diazo is a less durable microfilm used for non-archival and non-
permanent information in 35 millimeter, Smil.

e Electronic: Compact Disc, Portable Hard Drive, Flash Drive, or other USB Drive.

e Hard Copy: Paper documents (loose or bound).

e Microfiche (Duplicate): Microfilm cut and inserted into microfiche jackets, duplicate
version.

e Microfiche (Original): Microfilm cut and inserted into microfiche jackets, duplicate
version.

o Silver 16mm-2.5mil: More durable microfilm used for archival and permanent
information in 16 millimeter, 2.5 mil.

e Silver 16mm-5mil: More durable microfilm used for archival and permanent
information in 16 millimeter, Smil.

o Silver 35mm-Direct: More durable microfilm used for archival and permanent
information in 35 millimeter filmed as an identical image.

e Silver 35Smm-Print: More durable microfilm used for archival and permanent

information in 35 millimeter filmed as a negative or opposite-appearing image.
1 mil = 0.001 of an inch.

How these fields look when completed:
*# of Items being Sent:[3

#What are you sending us to
be imaged? (Media T\,Jpe}:“—'ard Copy ]
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

Is your Source Media already stored at SRC?

Is your Source Media aIreadyD
stored at SRC?:

If the Source Media you are providing to the State Records Center’s Imaging Department to create
your product is already in storage at the State Records Center, click this checkbox.

If Source Media is stored here, how many are we imaging?

If Source Media is stored here,l |
how many are we imaging?:

How many containers in storage at the State Records Center is the State Records Center’s Imaging
Department using to create the product you are requesting?
Data Example: 3

Agency Reel # / Box # Range and/or Barcodes

Agency Reel #/Box # Range
and/or Barcodes:

The Source Documents’ beginning and ending container numbers or the first and last barcodes.
Data Example: 10 thru 12

Inclusive Date Range

*Inclusive Date Range:|

o The Inclusive Date Range is the earliest date and the latest date for the Source Documents.
The date information is entered in this format using forward slashes within the dates, with no
spaces, and a hyphen to separate the dates:

MM/DD/YYYY-MM/DD/YYYY

If the Beginning Date and the Ending Date are the same, you must enter the same date twice. Ex-

ample: 12/31/2015-12/31/2015.

Do not use a hyphen within the dates, use a hyphen only to separate the dates.

Data Example: 07/01/2010-12/31/2014 or 7/1/2010-12/31/2014 or 7/1/10-12/31/14

How these fields look when completed:

Is your Source Media already
stored at SRC?:

If Source Media is stored here,‘3
how many are we imaging?:

Agency Reel #/Box # Range|10 thru 12
and/or Barcodes:

*Inclusive Date Range:[07/01/2010-12/31/2014
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

What media are we creating?
*What media are we creating?: [

CcD

Diazo

DVD

FTP Link

Microfiche Jackets
Original

Other (Add to notes field)
Silver

USB/Flash Drive

What you select here tells the State Records Center’s Imaging Department the medium type you
want the finished product to be.
With the exception of Diazo, all media types are eligible to be stored at the State Records
Center:

e CD: Data saved to a compact disc.

e Diazo: Less durable microfilm used for non-archival and non-permanent information.

o DVD: Data saved to a digital video disc.

e FTP Link: Data saved to an FTP upload website.

e Microfiche Jackets: 16mm or 35mm microfilm cut and inserted into microfiche

jackets.

e Original: The first generation of a reel of microfilm.

e Other (Add to notes field): Explain in the notes field at the bottom of the screen.

e Silver: More durable microfilm used for archival and permanent information.

o USB/Flash Drive: Data saved to a thumb drive or any portable storage device.
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

What size media are we creating?

*What size media are we
creating?:[-p

Diazo - Microfiche
Diazo 16mm - 2 .5mil
Diazo 16mm - Smil
Diazo 35mm - Smil
ovD

FTP Link

Other (Add to notes field)
Silver - Microfiche
Silver 16mm - 2.5mil
Silver 16mm - 5mil
Silver 35mm - Direct
Silver 35mm - Print
USBIFlash Drive

What you select here tells the State Records Center’s Imaging Department the size of the medium
you want the finished product to be.
With the exception of Diazo, all media types are eligible to be stored at the State Records
Center:
e CD: If selected medium above is CD.
o Diazo-Microfiche: If selected medium is Diazo, this is for microfiche.
e Diazo 16mm-2.5mil: If selected medium is Diazo, this is for 16mm-2.5mil microfilm.
e Diazo 16mm-5mil: If selected medium is Diazo, this is for 16mm-5mil microfilm.
e Diazo 35mm-5 mil: If selected medium is Diazo, this is for 35mm-5mil microfilm.
e DVD: If selected medium is DVD.
e FTP Link: If selected medium is FTP Link.
e Other (Add to notes field): Explain in notes field at the bottom of the screen.
o Silver-Microfiche: If selected medium is Silver, this is for microfiche.
e Silver 16mm-2.5mil: If selected medium is Silver, this is for 16mm-2.5mil microfilm.
e Silver 16mm-5mil: If selected medium is Silver, this is for 16mm-5mil microfilm.
e Silver 35mm-Direct: If selected medium is Silver, this is for 35mm Direct filmed as an
identical image.
e Silver 35mm-Print: If selected medium is Silver, this is for 35mm Print filmed as a
negative or opposite-appearing image.
o USB/Flash Drive: If selected medium is USB/Flash Drive.

Beginning File | Ending File Range

Beginning File | Ending File
Range:

The Beginning File | Ending File Range is composed of the first and last item in the box. The
Pipe symbol is used as a separator between the beginning file name and the ending file name. The
Pipe symbol is created by holding down SHIFT on the keyboard and pressing the backslash key

( SHIFT \).

If the Beginning File and the Ending File are the same, enter SAME as the Ending File
name.

In the below example, a space appears before and after the Pipe for illustrative purposes only.
Data Example: July thru December 2010 surveys | July thru December 2014 surveys

How these fields look when completed:
*What media are we creating?:[Orignal___|v]

*What size media are We gy - yamm - 5mil =

creating?:

Beginning File/Ending FileJuly thru December 2010 surveys | July thru December 2014 surveys
Range:
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

Process Only?

Process Only?:[]

Click this checkbox if you are asking the State Records Center’s Imaging Department to Process
Only and return to you a microfilm reel and it is not to be stored at the State Records Center.

Duplicate

Duplicate:
No
Yes

If you select No, move on to the next field on the form (Addition).
If you select Yes, these additional fields appear:

# of Duplicates:| |

# of Duplicates: How many duplicates are you wanting the State Records Center’s Imaging
Department to create as the final product?

Type of Duplicate:
Diazo 16mm - 2.5mil
Diazo 16mm - 5mil
Diazo 35mm - 2.5mil
Diazo 35mm - 5mil
Microfiche
Silver 16mm - 2.5mil
Silver 16mm - 5mil
Silver 35mm - Direct
Silver 35mm - Print

Type of Duplicate: What kind of duplicate are you asking the State Records Center’s Imaging
Department to create as the final product?

Use the Notes field to list the barcodes if they are in storage at the State Records Center.

Addition

Addition:
Mo
Yes

Addition: If this is for an addition to an existing medium, select Yes. If this is not for an addition,
select No. Use the Notes field to explain if you select Yes.

This is used only when you want the SRC Imaging Department to add images to an
already created reel of microfilm. Items are not added to microfiche jackets.

Document Preparation

Document Preparation:l |

Document Preparation: Enter information here if the Source Documents you are providing
require any preparation by the State Records Center’s Imaging Department:

o Removing staples, paper clips, binder clips and other fastening materials.

e Separating documents from folders, binders, books, or notebooks.

e Trimming glue or other adhesives from documents.
Data Example: Staple removal and paper clip removal

How these fields look when completed:
Process Only?:[]

Duplicate:

Addition:

Document Preparation: [Staple removal and paper clip removal
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# of Reels Returned to Customer

# of Reels Returned to| |
Customer:

This field is completed by the State Records Center’s Imaging Department. Do not enter
information into this field.

Notes

Notes:

Notes is a catch-all field designed to give you the opportunity to include anything that you think
might not be included in the fields on this screen. This is also where you explain any Addition
information.
Data Example: Box Numbers are 10, 11, and 12

Paper is legal size
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

Completed: Create a New Imaging Production:

Te
L

—_—
Create a new Imaging Production (Save & New ] [Save & View | [Save & Close] [Set Defaults

x ﬁmeE Q’Prererenues E Reports Requests ’Admm Uﬂashhuard @Help = print 16:50 »Lnguut

Fields marked with an * are required. A

*Imaging Production #:| 0000819218

*0rganization: Texas Big State Agency - 988 - Central |

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
Search Here: | \ [ | | \

|Current Search: There is no current Organization query. To search Organization, enter your criteria and click the Search button.

Page 1 | Jump to Page: | ]GO

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname
(O Texas Big State Agency - 988 Texas Big State Agency
Texas Big State Agency - 988 Central
_ Texas Big State Agency - 988 East
() Texas Big State Agency - 988 West
() Texas Big State Agency - 988 North
(0 Texas Big State Agency - 988 South

Contact Name: [Johnny Agency |

Contact Phone # (and

A 512-555-5002 x75
extensmn):l X |

will Created Media be stored at
SRC?:

will Scurce Media be stored at
SRC?:

*Record Series:[22 - Employee Surveys |
ggi;‘.li:;:i:" Quick AIN RSIN Record Series Title Event Based Years
[ | [ [ | [employee [ [ |
Search Months Days Event Trigger Archival Vital
Here: | [ | [ | | |
Legal Citations Approval Status

|Current Search:Find all Record Series where Record Series Title Contains 'employee’.

Page 1 | Jump to Page: | ]GO

Event

AIN RSIN Record Series Title Years Months Days Trigger

() Texas Big State Agency - g:'\:)lziy:e Earnings ac 10 R False égégss-

O ;;;as Big State Agency - 5 Employee Savings Bonds  FE 50 R False EE;QB& Approved

Approved

15-588-
oos
15-588-
022

O Texas Big State Agency - 8 Employee Deduction FE so R False

Authorizations Approved

Texas Big State Agency - a9

Employee Surveys us 10 True Approved

*# of Items being Sent:[3

*What are you sending us to
be imaged? (Media Type): sre - opy

Is your Source Media aIreadyD
stored at SRC?:

If Source Media is stored here,

how many are we imaging?:|3

Agency Reel #/Box # Range|10 thru 12
and/or Barcodes:

*Inclusive Date Range:[7/1/2010-12/31/2014

*What media are we creating?:[Original—— [v/]
. . ’
What size media are wergg e e
creating?:

Beginning File | Ending FileJuly thru December 2010 surveys [ July thru December 2014 surveys
Range:

Process Only?:[]

Duplicate:

Addition:

Document Preparation: Staple removal and paper clip removal |

# of Reels Returned tol ‘
Customer:

Notes: [Box Numbers are 10, 11, and 12
Paper is legal size
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Imaging Production: Create a Work Order for the SRC’s Imaging Department

Saving
| Save & New | | Save & View | [Save & Close|

When the fields are complete, the next step is to Save the information.
These three options are located at the Create a New Image Production screen’s top right:

Save & New: Use this to create another Imaging Production.

Save & View: Use this if you have entered only one Imaging Production and you are ready to
make a Request Pickup.

Save & Close: Use this if:

- You have been selecting Save & New for a set of Imaging Productions and you are ready to
create a Request Pickup.

or

- You want to save the information you have entered for the Imaging Production(s) but you are
not yet ready to create a Request Pickup.

Creating Imaging Production dialogue box

Creating Imaging Production |
Imaging Production with barcode 0000815218 successfully created at 1/28/2016 1:35:52 PM.

If the above dialogue box does not appear, and you are returned to the Create a New Imaging
Production screen, an error message appears at the top of the screen. Correct the error and click the
save option you selected.

When the above screen appears, it includes the Imaging Production Barcode that was generated for
this Imaging Production. The Imaging Production Barcode is the unique identification number
applied to each item created in TexLinx. Click OK. Then, if you selected:

Save & New: Another Create a New Imaging Production screen appears. Some fields carried
forward from the previous box created but all fields are editable.

Save & View: View an Imaging Production is the screen for you to review the Imaging
Production you just created and is saved in TexLinx. Continue to the last item on Page 174
(View an Imaging Production) to create the request for the State Records Center to pickup the
Imaging Production if you are ready to initiate the request.

Save & Close: The Imaging Production has been saved in TexLinx and the Imaging Production
homepage appears. Save & Close is used when you are not yet ready to create a request for the
State Records Center to process the Imaging Production request. When you are ready to initiate
the request, continue to the next page to find the Imaging Production in TexLinx that begins the
process to create a request for the State Records Center.
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Use Search to find your Imaging Production
TE ﬁHnme g’prerenenms ERepnﬂs 8 requests dﬂAdmin Dashhnard @Ha\p = print 18:30 »Lnguut

Imaging Production #

What are 3 nding us = _ ~
to be i 7 (Media o w"":."‘.f mediaarewe o Gcate Type of Duplicate Addition
Type) ? creating?

=
(0 items) &%

What are you sending us to What media are  What size media are Type of Hub ‘Current Home
be imaged? (Media Type we creating? we Ol ting? Duplicate Addition Location Location Location

1. Click the item type tab for Imaging Production.

2. Enter search terms into any of the Quick Search fields to find the box or boxes.

3. Click Search (continue to Imaging Production Search Results, Page 174).
OR

4. Click Search and View.

5. Select Search (continue below).

Search Imaging Production screen

A Home | P Preferences Eﬁepuﬂﬁ B Reauests d’Admm [0 0ashboard @Help = print 13:25 »Loguut

Search Imaging Production

~
Organization: | ’

Agency Name Division Name Business Unit Name Business Sub-Unit Name Organization Nickname

Search Here: | ‘ ‘ | | ‘ ‘ | | ‘

Current Search: [E] [E]‘

Agency Name:| ]

Division Name:| |

Contact Name:| |

Contact Phone # {andl |
extension):

Will Created Media be stored at
SRC?: -

Will Source Media be stored at|
phaiel I

Record Series: |

‘Organization Quick N -
Description AIN RSIN Record Series Title Event Based Years

Sesrch Months Days Event Trigger Archival vital
Here: [ [ I [ | I ]
Legal Citations Approval Status
J | |
Current Search: | Clear

Enter search information into any fields (including the Infolinx System Fields on the bottom half
of the screen) to find the Imaging Production that you want to create a request. Press Execute.
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Imaging Production Search Results

TE ﬁHume @‘Prelzrenms ﬂ Reports | Requests ’Admm MDashlmard @He\p (= print 19:37 » Logout

Organization Quick
Description
819218 I | [ I I
What are you sending us
to be imaged? (Media
Type)

\ I | [ I | [ I
- (Rollover for Current Search)

[ Activity [=][ Search and view [.¥|[ Data Manipulation | = |[ Data Removal [ =] cart [ =] (0 items) B

Page 1| Jump to Page: | |[LB0. ] &§  The search found 1 Imaging Production
‘What are you
sending us to be ‘What media ‘What size
orgamnhon Quick Contact Contact Phone # imaged? (Media media are we r‘rpenf
Descripti Typ ing?

Contact Phone # (and
ion)

Imaging Production # Agency Name Division Name

‘What media are we What size media are we

creating? et Duplicate Type of Duplicate Addition

Texas Big State Imaging
[ 15218 Agency - 586 - ifh;”" 512-555-5002 x75 Hard Copy Original ?'r:fr 16mm - 1 A]"E:”"” [+] @ Production -
gency gency 0000777351

Central

Regardless of the search method used on the previous page, this is the next screen you see. Click
the checkbox for the Imaging Production request you want to send to the State Records Center’s
Imaging Department.

Initiate the Imaging Production Request

TEx ﬁHcmE g’prererenaes Eﬁepms 8 requests d’admm UDashhaan‘l @He\p = print 18:23 »Lnguut

D Imaging Production

‘Organization Quick
Description

(19218 | [ | [ | [ | | |

‘What are you sending us
to be imaged? (Media ‘What media are we
Type)

Agency Name Division Name Contact Name

Imaging Production # Contact Pl:one # (and

What size media are we
creating? creating?

Duplicate Type of Duplicate Addition

=
(0 items) &%

sending us to be What media  What size
tion Quick Contact  Contact Phone # imaged? (Media are we media are we  Type of
T creating? creating? Dupli

' ) Tmaging
512-555-5002 x75 Hard Copy Original gﬂ:‘fr e 1 AJZT.nm o Production -
LEET 0000777351

Johnny
Agency

After clicking the checkbox for the Imaging Production:
1. Click Activity.
2. Select Request Pickup and go to Request Items to be Picked Up screen on the next page.

View an Imaging Production screen (if you selected Save & View from page 172)

ﬁHome g’wrefenemes ER&pnﬂs B reguests 6.Admm UDashhaard @Help = print

tion #: 0000778910

Organization In ion : Texas Big State Agency - 988 - Central
Agency Name: Texas Big State Agency - 988

Division Name: Central

Contact Name: Johnny Agency

Contact Phone # (and
extension): 512-555-5000 x75

Will Created Media be stored at
SRC?:

Will Source Media be stored at
SRC?:

To send the Imaging Production to the State Records Center’s Imaging Department, you must:

1. Click Activity.

2. Select Request Pickup and go to Request Items to be Picked Up screen on the next page.
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Request Items to be Picked Up screen

ﬁHcma @Fpmfenemes EREDDHE B requests é’Admm Dashhcard @Help = print

17:17 » Logout

Request Items to be picked up

Items to be picked up:

Page 1 | Jump to Page: D@ o 9 9 o

Change Destination Record Description ) )

0000819218 - Texas Big State Agency - 988 - Central 1 Johnny Agency o @ Imaging Production - 0000777351 @ Imaging Production - 0000777351
Enter, scan, or click the Search button to specify a @ ‘ '?

location, then click Apply to set the destination for [&]

checked rows above:

Comments:

The areas on this screen:

1. Record Description: The Imaging Production Barcode and the Organization you assigned to
this Imaging Production.

Current Location: Your name is listed as the person who created this Imaging Production.
Home Location: Imaging Production.

Destination: Imaging Production.

Search: Not used for this task.

Comments: Not used for this task.

AN o

Request Results screen

ﬁHcma @Fpmfenemes EREDDHE B requests é’Admm Dashhcard @Help = print 19:55 »Lngnut

Request Results

’

Your request for the ‘0000819218 - Texas Big State Agency - 958 - Central' Imaging Production was
successfully submitted

Confirmation that your Imaging Production request has been submitted to the State Records
Center’s Imaging Department. Click OK.

To cancel any Request, please see Appendix: Cancel a Request (Pickup or Delivery).
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Appendix:
Definitions

# of Fiche Pulled: The number of items you are requesting on a Fiche Circulation.
# of Pulls: This is a field used for billing in Fiche Circulation. The data entered into this field will
always be 1.

Action Menus: The dropdown menus on each Homepage Grid. The Action Menus are: Activity,
Search and View, Data Manipulation, Data Removal, and Cart.

Activity: The dropdown Action Menu used for moving things around the TexLinx system.
Addition: The process to add more information to an existing reel of film. Additions are not
completed for microfiche in the State Records Center’s Imaging Department.

Alternate Fulfillment Method: When requesting delivery, the Alternate Fulfillment Method is a
dropdown menu to designate a delivery as a Rush or as a Permanent Withdrawal.

Asterisk (*): This is used to identify a required field. If this field is not completed, the information
entered into other fields cannot process.

Barcode: The unique identification number assigned to everything created in TexLinx.

Boxes item type tab: The item type tab used for everything associated with boxes in TexLinx.
Bulk Update: This is used update the same information to a selected group of items. Only the
fields completed bulk update.

Bundle: A small collection of microfiche jackets using the same Record Series Title that have been
manually separated from a large amount of microfiche jackets. Each bundle is created as its own
container in TexLinx. A good rule of thumb when creating a bundle is to keep the number of
microfiche jackets at 200 or less. Each bundle is assigned a Reel Number by the agency entering
the information into TexLinx.

Carry Forward: This is when some fields completed during Create are brought forward to a new
data entry screen.

Cart: A place in TexLinx to gather items for an individual Item Type tab that you want to use at a
later time.

Create: This appears in the Data Manipulation dropdown Action Menu. Create is used when
creating new information in TexLinx.

Creating Dialogue Box: This dialogue box appears when any item is created in TexLinx. The
information in this box begins with a progress bar and the resulting information explains how many
items were created and if a single item is created, the Barcode for that item appears.

Dashboard: A pop-up screen that shows items checked out to a user as well as a user’s open
requests that have not been completed, yet. Preferences can also be found here in addition to the
Preferences option in the Navigation Menu.

Data Manipulation: The dropdown Action Menu used for creating and editing information. Search
and replace is also performed here.

Data Sheet: This appears only on the Boxes and Microforms item type tabs. It appears under the
Data Manipulation dropdown Action Menu. The Data Sheet is used to create a set of boxes or
microforms for one Records Series at a time.

Data Removal: An Action Menu used to delete an item from view in TexLinx.

Delete: Selecting an item on the homepage grid and choosing this option under the Data Removal
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Action Menu will delete an item from view. This does not remove the item from TexLinx, it just
moves it to Deleted status and most users will not see this item anymore.

Disaster Recovery item type tab: The item type tab used to create Disaster Recovery containers
for the Disaster Recovery Vault at the State Records Center. This tab is also used to request
delivery for items designed with Will Call return.

Drive Date: The Drive Date is used in conjunction with Event Based, Total Retention, and the
Event Trigger to calculate the Eligible Destruction Date. This field auto-completes when left blank
for Total Retention values that use only years and or months and do not have us an Event Based
acronym. This field also auto-completes when FE (fiscal year end) and CE (calendar year end) are
used as the Event Based acronym.

Duplicate: An identical reproduction of an existing reel of microfilm or a jacket of microfiche.

Event Based: Event based is a series of acronyms used as part of the Total Retention. The
acronyms are: AC, after close; AV, administratively valuable; CE, calendar year end; FE, fiscal
year end; LA, life of asset; PM, permanent; PS, purpose served; US, until superseded

Event Trigger: This field explains what the Event Based acronym means.

Export: The process of moving a selected set of information from TexLinx to a text-based source.

Fiche Circulation: The item type tab used to request delivery and request pickup for individual
Microfiche Jackets.
Files item type tab: The item type tab used for files.

History: Found under the Activity Menu for Search and View, History is a roadmap that details
each time an action was performed upon the item from when it was created up to the last time the
item was updated or a request was completed.

Homepage Grid: This shows the inventory that exists in TexLinx for items assigned to that item
type tab.

Imaging Production item type tab: The item type tab used to create a work order for the Imaging
Department at the State Records Center.

Infolinx: The software designer for TexLinx.

Infolinx System Fields: Fields on the lower half of the View screen used to identify the history for
that item.

ISNOTNULL: Means Is Not Null. It is used for Search to find items where the field is not empty.
ISNULL: Means Is Null. It is used in Search to find items where the field is empty.

Item Type Tabs: The tabs near the top of the screen that are assigned to you based upon the
permissions assigned to you by your agency’s Records Management Officer or Records
Management Liaison.

Jacket: A single sheet of microfiche containing many images of microfilm sliced and inserted into
microfiche jackets. Often times a jacket or a group of jackets are inserted into a paper folder as a
safeguard to protect the information in the jacket. A small collection of jackets are known as a
bundle.

Key Word Search: A Search function in each Item Type Tab that allows the user to select a field
and enter a key word or phrase into a text field to search a specific tab for that information in that
field.
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Logout: Logout is found at right side of the Navigation Menu. To avoid Time Out, each user
should Logout at the end of each session or when they know they are leaving the screen idle for an
extended period of time.

Microfiche: A single sheet of microfiche containing many images of microfilm sliced and inserted
into microfiche jackets. Often times a jacket or a group of jackets are inserted into a paper folder as
a safeguard to protect the information in the jacket. A small collection of jackets are known as a
bundle.

Microforms: In TexLinx, microforms is the umbrella term for microfilm and microfiche. It is also
the reference source in Fiche Circulation to identify the Microfiche Bundle from where Microfiche
Jackets were pulled in the State Records Center.

Microforms item type tab: This is the item type tab for microfilm and microfiche.

Mil: This is a unit of measurement for microfilm thickness. 1 Mil =0.001 (1/1,000th) of an inch.

Navigation Menu: The areas at the very top of TexLinx screen.

Organization: The base Organization is the state agency. Organization is also expanded to include
Division, Business Unit, and Business Sub-Unit.

Override: This is a clickable checkbox used on the Create screen to override the Drive Date
created when it is auto-calculated in TexLinx. The Drive Date is auto-calculated when there is only
a number of years and/or months used as the Total Retention or when CE or FE is used as an Event
based acronym. Override does not need to be clicked when the Event Based acronyms AC, LA,
PM, PS, are US are used.

Permanent Withdrawal: A delivery option for Alternate Fulfillment Method when requesting
delivery. Permanent Withdrawal (also known as Permanent Transfer) is selected when an item is
being delivered from the State Records Center and will not be returned. Selecting this option may
incur an additional fee. The only instances when the fee is waived is for: individual files from a
box, microfiche jackets that are part of but not the complete bundle of microfiche; and all Disaster
Recovery boxes.

Permissions: Rights assigned to a Role to all users in TexLinx.

Pipe Symbol: A vertical line used as a separator between the beginning file and ending file
information in the Beginning File | Ending File Range in the Create, Update, and Data Sheet
screens for Boxes and Microforms. The Pipe Symbol is created by holding down SHIFT on the
keyboard and pressing the \ key. The Pipe Symbol generated is a vertical line that looks like this: |
Do not used the Pipe symbol for any TexLinx field other than Beginning File | Ending File Range.
Preferences: Depending upon the permissions a user has been granted by the agency’s Records
Management Officer or Records Management Liaison, there may be many options here. But
everyone who can see information in TexLinx can go here to adjust how many items that are
viewable in any homepage grid. This is done by clicking the Home Page icon and completing the
field for “Number of records per page displayed in grid”.

Query: Fields use equations to generate a search for a specific tab.
Quick Search: Search boxes arranged horizontally, usually found between the item type tabs and
the Action Menu dropdown menus.

Records Management Liaison: The individual assigned by an agency’s Records Management
Officer or the agency head to act as an assistant to the Records Management Officer.
Records Management Officer: The individual assigned by an agency head to be the person
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responsible for all records management responsibilities at his or her agency.

Request Delivery: This is used to request delivery from the State Records Center.

Request Pickup: This is used to request pickup from an agency.

Rights: Each Role has a list of security items (rights) that allow a user assigned to that Role to
perform in TexLinx.

Role: The assignment given to a user by the agency’s Records Management Officer or Records
Management Liaison that determines what the individual sees and does in TexLinx.

Rush: A delivery option for Alternate Fulfillment Method when requesting delivery. Rush is
selected when an item needs to be delivered from the State Records Center immediately or prior to
the next regularly scheduled delivery within the next business day. Selecting this option for any
number of items incurs an additional fee.

Save & Close: This is used in the Create and Data Sheet screens when creating one item and the
user is not ready to submit a Request Pickup or it is used after a user has created a series of items in
TexLinx.

Save & New: This is used after a user has created an item and wants to create another item. Some
fields may carry forward.

Save & View: This is used after creating a single item to review the information entered and to
Request Pickup.

Search & Replace: An edit option found under the Data Manipulation Action Menu. This allows a
user to search a selected amount of items and replace an exact term or phrase with another term or
phrase for all of the items found.

Time Out: When a user is logged into TexLinx and leaves the screen idle for an extended period of
time, time out occurs once the 20-minute timer at the top of the screen reaches zero. Time Out
holds the user’s position for 24 hours. There are a limited number of positions available in TexLinx
so it is recommended all users Log Out when finished for each session.

Transfer: This is used from the Activity dropdown Action Menu to place a file or a group of files
into a box that is not at the State Records Center.

Tex Says: Helpful tips in the Instruction Guide to give more information than was provided in a
previous instruction.

TexLinx: The software used by the Texas State Library to help state agency users access their
storage inventories at the State Records Center, see and update their Records Retention Schedules,
request deliveries from and pickup items to be sent to the SRC, and to register for training classes.
TexLinx Resources: This is found at the top of each TexLinx page. Click here to go to the area of
TexLinx where training materials are found as well as other TexLinx-related items.

Update: This is used from the Data Manipulation dropdown Action menu to correct or adjust
information for an item that appears in TexLinx.

View: Found under the Search and View Action Menu. This allows a user to view data for an item
in TexLinx.

Wild Card: This is the percent % symbol. It is used in any search or Quick Search field to find
items with information in that field when the user does not have a specific search term to use. This
oftentimes generate many results so it is suggested this search option be used sparingly.

Will Call return: Select this from the Return Type dropdown menu when creating an item in
Disaster Recovery.
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Appendix:
Search

To search, use the Quick Search fields at the top of each item type tab screen or activate the
Search option under the Search and View action button

Unless instructed otherwise, do not use spaces when using search symbols.

Using the Wild Card % key to search:

If you do not have specific information to perform a search, enter the percent sign % into any field.
% 1s used as the Wild Card in TexLinx. The search results generate for any items that have
information in that field. This may result in a large number of findings so use this search option
sparingly unless you want a large amount of information. It is a good search option for viewing an
entire inventory for an item type tab.

To search for a single item:

Type the information into any number of Quick Search field in the top section of an item type tab
(Boxes, Files, Disaster Recovery, Microforms, etc.) or into any fields in the Search screen found in
the Search and View dropdown menu.

To search for a series of items:
> is used to search for items greater than the search item.
Example: >500 would search for items greater than 500

<is used to search for items less than the search item.
Example: <500 would search for items less than 500.

>= is used to search for items matching and greater than the search item.
Example: >=500 would search for 500 and items greater than 500.

<= is used to search for items matching and less than the search item.
Example: <=500 would search for 500 and items less than 500.

<> is used to search for a range.
Example: To find all containers numbered 500-775, enter: >=500<=775

To search for a non-consecutive set of items:

Use OR between the terms with a space on each side of OR.

Example: to search for container numbers 600, 603, 611, and 815; enter: 600 OR 603 OR 611 OR
815

Since the Box# and Reel# fields are designed as text fields and not numeric fields,
searching for a specific container number or a range of container numbers may not yield desired
results.
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Using Query from the Search and View action button

This is a more complex search tool.

Disregard the checkbox on the left side of the screen.

Column is used to identify the field you want to perform the search.
Operator is the action to be used.

Criteria: search information is entered here.

Logic:

Using OR: Fieldl = A or B —records where Field1 = A or Fieldl =B would be returned
Using AND: Fieldl = A and Field2 = B — records where Fieldl = A and Field2 =B would be
returned — both fields would have to match

Sort Type:

Ascending means the lowest search result appears at the top of the grid
Descending means to highest search result appears at the top of the grid
Disregard the fields Sort Order and Receive Scan

= EXACT

Between RANGE

> GREATER THAN

< LESS THAN

>= GREATER THAN OR EQUAL

<= LESS THAN OR EQUAL

>< GREATER THAN AND LESS
THAN

In List with comma

Notln Omit: List with comma

IsNotNull | Field with information

IsNull Field with no information

Like CONTAINS

NotLike DOES NOT CONTAIN
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Appendix:
Preferences

Depending upon the Permissions allowed in your Role, there may be many things you can do here
or a very limited number of options.

The one thing all users can do here is to access the Home Page. (This is also found in the
Dashboard (see Appendix: Dashboard).

TE ﬁHumE g’pmferenaes Enepuns B requests é.Ar.lmm Dashhuard @Help = print 19:50 »mguut

Preferences

General
©* °» 82 =

Application Home Page %) Requests Label Printing Tethered Scanner

Portable Scanner RFID Smart Pad

Item Types

& = -

Organizations Individuals Disaster Recovery

Microforms Fiche Circulation Imaging Production Locations Shelves

4

Disposition Notices Records Series Schedule Changes Recert Admin

‘ = k&l

— 5

Classes Class Registrations Invoices Invoice Data

The Home Page is where users go to adjust the amounts of rows of information appear on the
homepage grid. To adjust the number of homepage grid rows:

1. Click Preferences at the top of the screen in the Navigation Menu

2. Click Home Page.

TE ﬁHcma @Fpmfenemes E]Repnrts B requests é’Admm Dashhcard @Help = print

Update Category 'Home Page'

Scope _ Description Value

uMaxim\ze the window on startup ‘NU ll
[System __[~][lfauto query all records when a tab s selected [No [~]
£ Number of Tabs per row on the home page o 3) |
i
n Mumber of records per page displayed in grid 20
-
Should Quick Search be able to have more than two ‘Nn LI
J rows

Edit the number the appears in the field for Number of records per page displayed in grid (3)
and click Save (4). The number you enter will be the number of rows you will see on the homepage
grid for each tab.
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Appendix:
Alternate Fulfillment Method

A Home | P prefaren

cas aREpnrls B requests ﬁAdmin Dashbnard @Ha\p = print 13:46. »Logout

Request Items

Clicking the Request button will move the following items to the ' Johnny Agency’ Individual

Change This st @ | page 1 | Jump to Page: [ iG]

Remove 0000774355 89321

Enter Number of Files I:l Enter File Info

Items will be requested to this location:
Enter, scan, or click the Search button to specify the Johnny Agency
desired destination:

[ou0774388 [ Searen ) 8,

Comments: i ‘ |

Alternate Fulfilment Method: m
Rush

Permanent Withdrawal

Alternate Fulfillment Method (1) is an available option when completing a Request Delivery in
TexLinx. Unless a Rush delivery or a Permanent Withdrawal is needed, you will not activate this
field. This is found on the Request Items screen. Click the dropdown menu (2) to make a selection:

e Rush: A delivery option for Alternate Fulfillment Method when requesting delivery.
Rush is selected when an item needs to be delivered from the State Records Center
immediately or prior to the next regularly scheduled delivery within the next business
day. Depending upon the number of items requested for Rush delivery, the deadline is
3:30 p.m. Selecting this option for any number of items incurs a Rush fee.

When selecting RUSH, please call the SRC Circulation Desk (512-475-5155) to alert
the State Records Center about this RUSH delivery and to confirm delivery for that
same day.

e Permanent Withdrawal: A delivery option for Alternate Fulfillment Method when
requesting delivery. Permanent Withdrawal (also known as Permanent Transfer) is
selected when an item is being delivered from the State Records Center and will not be
returned. Selecting this option may* incur a Permanent Withdrawal fee.

*The Permanent Withdrawal fee is waived for:
e Individual files delivered from a box at the State Records Center.
e Microfiche Jackets that amount to part of, not all of, a microfiche bundle.
o Disaster Recovery boxes.
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Appendix:
Calculate the Drive Date

The Drive Date is a required field on the Create and Data Sheet screens in the Item Type tabs for
Boxes and Microforms. It is used, in conjunction with Event Based (1) (when applicable) and Total
Retention (2) (years, months, and or days) for the Record Series selected to calculate the Eligible
Destruction Date is calculated.

[ Activity ‘” Search and View |” Cart ‘1 (0 items]a_—o
[11Page2[31[41|JumptoPage:[ |BOL) € The search found 35 Records Series @ @

L]

[]  Texas Big State Agency - 588 12 Income Adjustment Authorization PM 15-985-012  Approved

[] Texas Big State Agency - 988 14 Leveling Enrollment & Cancellation Forms FE 50 15-988-014 Approved

[ Texas Big State Agency - 988 15 Inventory, Annual CE 25 15-988-015 Approved

[] Texas Big State Agency - 988 16 Complaint Investigations 75 15-988-016  Approved

[ Texas Big State Agency - 988 17 Requests for Printing/Distribution AC 2 [ 15-988-017  Approved

The following page is a guide to help you determine the Drive Date for items created in TexLinx.
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APPENDIX: Calculate the Drive Date

Calculate the Drive Date

The Drive Date is used to help calculate the Eligible Destruction Date of records sent to the Texas
State Library for Storage at the State Records Center. A Drive Date is required to calculate the
Eligible Destruction Date.

Drive Date + Total Retention = Eligible Destruction Date

--0r--

Eligible Destruction Date — Total Retention = Drive Date

The Drive Date is...

The Close Date* for the records. Any date between the Final Inclusive
Date and the day the Request Pickup is being submitted.

August 31 of the Fiscal Year of the Final Inclusive Date.
(Fiscal Year = Sept. 1 to Aug. 31)
Example: Final Inclusive Date: 10/15/2014, Drive Date is 08/31/2015

September 30 of the Federal Fiscal Year of the Final Inclusive Date.
(Federal Fiscal Year = Oct. 1- Sept. 30)
Example: Final Inclusive Date: 12/15/2014, Drive Date is 09/30/2015

When the Life of Asset for the record has expired. Any Close Date*
between the Final Inclusive Date and the day the Request Pickup is being
submitted.

When the record has been superseded. Any Close Date* between the Final
Inclusive Date and the day the Request Pickup is being submitted.

When the record has fulfilled its Purpose Served. Any Close Date*
between the Final Inclusive Date and the day the Request Pickup is being
submitted.

When the record is no longer administratively valuable. Any Close Date*
between the Final Inclusive Date and the day the Request Pickup is being
submitted.

Any Close Date* between the Final Inclusive Date and the day the
Request Pickup is being submitted.

Any Close Date* between the Final Inclusive Date and the day the
Request Pickup is being submitted. There is no disposal date for
Permanent records but a Retention Drive Date is required in case the
Retention amounts are changed in the future.

*Close Date is the date when records are no longer active. The agency user determines this date.

192



APPENDIX: Calculate the Drive Date
NOTES

193




APPENDIX: Calculate the Drive Date
NOTES

194




Appendix:
Cancel a Request (Pickup or Delivery)

»

In any tab,

momatie | Parmissions for this process have
been disabled.

Call 512-475-5155 to cancel any
request.

Next, selec elected but
the View | her
request op’
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View Existing Re

Request Date

.

Current Search: Finc

View Request Reconcili

Delete Selected

Page1[2] ] Jumpto m-mme! W

L

[ 0000774350 50

[J oooo774351 10

[ oogo7oszes 1120:

O E12
0000797

D Years&Months

[] oooos19190 775

[] oooosis191 776

ssssss

[J oooosis1ss 1

You can se
of requests
Click the ¢
to select th
Select All «
that you w:

This proce

TEX SAYS

single scre
below the .

APPENDIX: Cancel a Request (Pickup or Delivery)

Permissions for this process have

been disabled.

Call 512-475-5155 to cancel any
request.
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Appendix:
Dashboard

TE ﬁHoma gﬂpneferemes ER&pnr‘s B reguests 6’Admm Dashhcard @Help = print

Organization Quick - - - -
iption Agency Box # Drive Date Eligible Destruction Date

[ J [ \ | [ | [
Create Date Created By Description Last Modified Date Destruction Batch # Legacy Tracking #

| J | |l \ |l |
(Rollover for Current Search)

Box Barcode

=
{0 items) &4

Page 1| JumptoPage:[ |LBO | &g The search found 0 Boxes
3 Organization Quick Box Agency  Inclusive Date Beginning File | Ending
B Barcode  Descriptio Size  Box # Range File Rang

Dashboard is a TexLinx interface where a user can see items in the user’s possession, open
requests, and preferences. Preferences and Requests from the Navigation Menu are consolidated
into this area.

Click Dashboard in the Navigation menu at the top of the screen.

Friday, March 04, 2016 Add Infolinx to Favorites

" Items in my Possession

Item Description Item Barcode Transfer Date
E 0000774345 1 0000774345 A%{Sﬁzms 11:43:04
1/19/2016 10:35:45
e {1 0000774345 24 0000774346 s
E 0000774348 45 0000774348 AHQJZOIG 10:35:45
Requests
3/3/2016 10:19:33
=] 0000774356 a5 0000774356 h
Preferences E 0000780236 2015-6 0000780236 gﬁo,ﬁzms 9:10:41
{=] oooo7s6a6s 1 0000786455 §/26/2015 7:44:50
{=] oooo7soses 01815 0000789592 2182015 3:29:23
E 0000796265 112014 0000796265 ng28f2015 1:15:16
E 0000797018 CE12 0000797018 3FM3W2015 2:37:38
=] 0000797073 vearsaMonths 0000797073 Aﬁ{”zow 10:25:28
123456789

|
A pop-up screen opens with three side tabs:
o Items
o Requests
o Preferences
The active side tab appears as dark gray with a white arrow indicating the information showing on
the screen is for that side tab. Inactive side tabs appear as light gray.

The symbols used in Items and Requests identify the type of item:
E Boxes ﬂ Microforms (Microfilm / Microfiche)

Files [H] Fiche Circulation

- Disaster Recovery I:] Imaging Production
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Items in my Possession screen

Friday, March 04, 2016 Add Infolinx to Favorites

- Items in my Possession 85 ’ -

Item Description Item Barcode Transfer Date

(=] 0000774345 1 0000774345 11/6/2015 11:43:04
1/19/2016 10:35:45
Items (=] 0000774346 24 0000774346 e
ﬁ 0000774348 45 0000774348 ;#912016 10:35:45
Requests
(=] 0000774356 45 0000774356 3/3/2016 10:19:33
Preferences =] 0000780236 20156 0000780236 gﬁo,ﬂzols 9:10:41

E 0000786468 1 0000786468 2#612015 7:44:50
E 0000789592 91815 0000789592 ga’MlﬁﬂﬂlS 3:20:23
9 0000796265 112014 0000796265 ngZBHOIS 1:15:16
9 0000797018 CE12 0000797018 ng3ﬂf2015 2:37:38
=] 0000797073 vearsaMonths 0000797073 10/1/2015 10:25:28

AM
123456739

The first side tab Items opens to Items in my Possession. These items have been delivered to you
or have been created by you in TexLinx and not yet received into the State Records Center.
Anything with your name in Current Location anywhere in TexLinx appears here. The number
that appears on the tab tells how many items are assigned to you in TexLinx.

Click the blue hyperlink to open the View screen for the item’s tab. You do not see deleted or
Permanently Returned items but they calculate into the number of items assigned to you.

My Requests screen

Friday, March 04, 2016 Add Infolinx to Favorites

" My Requests | 7 .

Item Item R On
T et Request Date Destination ReqQUeSTOr y .t A
0000819189 1/27/2016 3:32:54 Johnny
E 1 Q00081921892 M Johnny Agency Agency Mo
cjo10 1/28/2016 10:01:13 - Johnny
0000819214 Q000819214 AM Jane Division Agency Mo
Requests ] cm005 1/28/2016 10:01:13 L Johnny
q - 0000810215 0000819215 AM Jane Division Agency Mo
jg024 1/28/2016 10:01:13 - Johnny
Preferences 0000810216 0000819216 AM Jane Division Agency No
0000819218
- Texas Big
= State 1/28/2016 1:53:11 . . Johnny
L] Agency - Q000819218 M Imaging Production - 0000777351 Agency MNo
988 -
Central
0000819233
- Texas Big
State 2/25/2016 9:59:41 - Johnny
E Agency - 0000819233 Jane Division Agency Yes
988 -
Central
0000819233
- Texas Big V]
IS state nnnngiasan /2016 3152158 o0an04 g Johnny 318

Click Requests side tab to open My Requests. This shows all open requests you have submitted
thru TexLinx. Once a Request is completed at the State Records Center, the request will disappear
from this screen. The number that appears on the Requests side tab tells you how many open
requests you have in TexLinx.

Click the blue hyperlink to open the View screen for the tab where that item appears.
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My User Preferences screen

arch 04, 2016 Add Infolinx to Favorites

My User Preferences
Application

Show Alert box when creating records

Show Alert box when transferring records

Items @

Home Page

Requests

Mumber of Tabs per row on the home page

Mumber of records per page displayed in grid
Label Printing

Preferences

i |

Auto-delete labels after printing from gueue No w

Individuals
Should Infolinx display the associations column
on the home page grid?

Should Infolinx display the contents column on
the home page grid?

Printed labels expiration in days

Should Infolinx auto query Individuals on

Transfer and Request pages

Enable carry forward when creating new v
Individuals

The only information you will want to edit on this screen is the field Number of records per page
displayed in grid. Edit this field to change the number of rows of information that appear in the
homepage grid for every tab you use in TexLinx. After you change the value, click Save at the top
of the screen.

Changing any other data fields (Default Current Location, Default Home Location,
Default Request Destination) on this screen could result in delivery / pickup problems. So, as a
rule, please do not change any information on this screen other that the field Number of records
per page displayed in grid.

201



APPENDIX: Dashboard
NOTES

202




Appendix:
Change Your Password

TexLinx Resources 19:45

Organization Quick - - - -
iption Box Size Agency Box # Drive Date Eligible Destruction Date

Create Date Created By Description Last Modified Date Destruction Batch # Legacy Tracking #

Box Barcode

| J | |l J | |l |
i (Rollover for Current Search)

[‘Activity [ Search and View [ Data Manipulation ||| Data Removal [¥[ Cart [ (© tems) 5T
Page 1| JumptoPage:[ |LBO | &g The search found 0 Boxes

Box Organization Quick Box Agency Inclusive Date Beginning File | Ending Eligible Destruction Record Series Event Destruction
B Barcode  Descriptio Size  Box # Range File Range Date AIN Title Based _ Years Months Batch #

TexLinx requires users to change the password on a regular schedule. However, if you need to
change your password prior to being prompted to change it, click Admin in the Navigation Menu at
the top of the screen. Administration is used for many technical elements in TexLinx but your
permissions will limit what you can do on the Admin page.

ﬁ.Hcma @ Preferencas E Reports | ) Requests ’Admm mDashhnard @Help = print Texlinx Resources 19:52 * Logout

Administration

Change Password Change your password.

Configuration

Click Change Password to begin the process.

= print Texlinx Resources 19:54 »chclut

ﬁHama g‘prerenenoes ERepDﬂs B requests ’Admln UDashhaard @Help

Change Password

Please enter your current password. Then press the Tab key and enter your new password in the "New
Password” field. Press Tab again, and reenter your new password in the "Confirm New Password” field to
ensure accuracy. Click on the "Save” button to save your changes.

Current ‘ ‘

New Password: ‘ ‘

Confirm New ‘ ‘

Password requirements are:
Between 8 and 32 characters
At least one number

At least one upper case letter
At least one lower case letter
Symbols are optional

1. Enter your Current Password
2. Enter your New Password

3. Confirm New Password

4. Click Save.
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Appendix:
Timer

TE A} Home | P Preferences E Reports ) Requests aﬂndmin [ oashboare @Help = print
Organization Quick . - - .
Box Barcode D iption Box Size Agency Box # Drive Date Eligible Destruction Date
Create Date Created By Description  Last Modified Date Destruction Batch # Legacy Tracking #

| |l |l |l |
{Rollover for Current Search)

At the top of each TexLinx screen is a timer (1) to remind you how much time is left in your
current session before you are timed out.

Timeout Warning

. Your session will timeout in 2 minutes 59 seconds.,
Jl\ The current time is 10:52:06 AM

A reminder pop-up window appears when there is time remaining of 3 minutes, 2 minutes, and 1
minute in the current session before you are automatically timed out.
The “current time” (2) mentioned in the warning is the time when the warning was posted.

Reset the Timer

Just because the current session is 20 minutes, it does not mean what you are doing has to be
finished in 20 minutes. There are a number of ways for you to reset the time:

@h () Texas Big State Agency - 988
() Texas Big State Agency - 988 Central
() Texas Big State Agency - 988 East
() Texas Big State Agency - 988 West
() Texas Big State Agency - 988 Morth
(O Texas Big State Agency - 988 South
Click a radio button (3) (like those found in the Organization section when creating an item).
TE ﬁHome @‘Pmrerenms E Reports |, Requests ﬁndmm Dashhuard @He\p = print m) 13:07 »Luguut

Organization Quick . - o .
Box Barcode D iption Agency Box # Drive Date Eligible Destruction Date
[ | I I | [

Create Date Created By Description  Last Modified Date Destruction Batch # Legacy Tracking #

[
- (Rollover for Current Search)

=
(0 items) &&

Eligible Destruction Record Series Event Destructi
Date AIN Title Based Years Months Batch #

Select an item in the Navigation Menu (4), the Item Type tabs (5), or one of the dropdown menu
options (6) in the Actions Menus all of which moves you to another screen.

The best option to reset the timer is to click a radio button because you can click back to
the original selection and you will not leave the screen where you are currently working.
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Appendix:
Export

The process to export items from TexLinx to a spreadsheet program begins with a search.

Use Search

TE ﬁ Home o ferances E Reports ) Requests ﬁ Admin Dashboard @ Help | =3 print 19:54 » Logout
Box Barco 3 Dmarzi;taigxn Quick Box Size Agency Box # Drive Date Eligible Destruction Date
Il | Il |

Created By 4)’iption

| [ |
Last Modified Date Destruction Batch # Legacy Tracking # m)
\ \ |

) =
{0 items) &8

i

P; 4 he search found 0 Boxes
\e“ i Beginning File | Ending  Eligible Destruction
B Sarcode g File Range Date

1. Click the item type tab from where you want to export information. This is where you will first
perform a Search (in this example, the Boxes tab is being used).

2. Enter search terms into any of the Quick Search fields to find the box or boxes.

3. Click Search. (continue on Page 208, Search Results screen).
OR

4. Click Search and View.

5. Select Search (continue below).

Destruction
Years Months Batch #

Record Series Event
AIN Title Based

Search Boxes screen

= 19:46 » Logout

ﬁHoma gﬂpneferemes ER&pnr‘s B reguests 6.Arlmm Dashhcard @Help = print

Search Boxes
~
| /’

Organization:
Business Unit Name Business Sub-Unit Name Organizﬂlia@lkname

Agency Name Division Name

Search Here: | ]

Current Search:

Agency Name:|

|

Division Name:| |
Business Unit Name:| ]
|

Sub Business Unit Name:|

Event Based Years

Record Series:
g’ga“,iza,"“" Quick AIN RSIN Record Series Title
escription
| ] ] | ]
Search Months Days Event Trigger Archival vital
Here: [ [ | ]

Legal Citations Approval Status

AIN: [ jl)

Record Series Title: Employee Earnings Records

Current Search:

|
JUUR

Years: |

Enter search information into any fields (including the Infolinx System Fields on the bottom half
of the screen) to find the item(s) that you want to export information. This search (1) is for all
boxes for the Record Series Title “Employee Earnings Records”. Press Execute (2).
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Search Results screen

TE ﬁHumE g’pmferenaes E Reports | B Requests d’Admm -Dashhuard @Help = print 19:12 »mguut

Drganization Quick

Box Barcode et Box Size Agency Box # Drive Date Eligible Destruction Date

Creale Date Cmaled By Description  Last Modified Date Destruction Batch # Legacy Tracking #

|l
- E YRnI Imler for Current Search)

Descri g Current '
0 ¥ B o CogortTRESIWATEY yar31/2020 Earoions Records AC 200 ¢
D) onoorzgr ) Toiee £ tote faency - Dihs  meamote s yamisns E;’I’r‘n’!ﬁﬁeﬂmms A O

O w ;g;asgifglsme AGENEY - e 2 ifz}fﬁégu check1001|check 2489 12/31/2023 5 E;“rﬁ:ﬁ‘;enﬂo g A 10 ]

[ odoor7asss oxes Bio Stote Agency - pa.zg 57 ifz}ﬁ%gls check 2490|checks228  12/31/2023 5 E;“r'::ﬁ‘;ehco s M 10 & O

[ oooo774392 ;”as B'g State Agency - pe 55 ]1"’23;';2‘%;’14 alister|alsup 12/31/2024 & E:'F;::Zzeﬂscords 10 & O

[ 0000774393 ;“"asgglsme ANV - e 56 1%21%3_14 alsup|atchley 12/31/2024 5 E:’fn’!:‘;eﬂfm e A 10 Ao O

Regardless of the search method used from the previous page, the above screen is your next
destination.

Click the checkbox (1) for the containers you want to export information. You can see from the
Current Location column (2) which boxes are currently with you or someone at your agency. If
you see 4L (3) in the Current Location column, that indicates the box is at the State Records Center.
Click the checkbox (4) on the orange ribbon if you want to select all* of the containers.

* The grid has as many container rows as your Preferences allow. If you need to see or
request all of the containers you have searched but they are on multiple pages (5), increase/
decrease the number of containers shown:

1. click Preferences at the top of the screen in the Navigation Menu.

2. click Home Page.

3. edit the number that appears in the field for Number of records per page displayed in grid.

4. click Save.

Export
TE ﬁHome Q‘Pmrerenuzs E Reports B Requests Gﬂaamm I Dashbozrd @Help (= print 14:09 » Logout

Organization Quick

e Box Size Agency Box # Eligible Destruction Date

| | [ | [ | [
Created By Description Last Modified Date Destruction Batch # Legacy Tracking #

[Rollover for Current Search)

. =
(0 items) &&

‘Beginning File | Ending

File Rang Current e

lexas Big State Agency - 1.1‘1/2009- Warrant #2251 | Warrant 12/31/2020 Employee 1 Jane c
988 - Fast 12/31/2010 #8037 Earnings thords Division
Texas Big State Agency - 1/1/2015- Issue 2015-01.23 | Issue Employee s

O0NN74352  ogg Eact R w 12/31/2015 2015-01.29 12/31/2025 S Earnings Records i A O
Texas Big State Agency - 1/1/2012- Employee 1.

000 2 985 - East RC 26 12/31/2013 check1001|check 2489 12/31/2023 6 Earnings Recards 10 N o
Texas Big State Agency - . 1/1/2012- Employee i

E 0000774363 988 - East RP-36 27 12/31/2013 check 2490|check5229 12/31/2023 6 Earnings Records 10 - o
Texas Big State Agency - 1/1/2014- - Employee I

¥ oooo774392 T RC 55 S alister|alsup 12/31/2024 6 Earmings ecords A 10 R+ ]
Texas Blg State Agency - 1/1/2014- Employee I

i oooo774393 ey RC 56 i alsup|atchley 12/31/2024 6 oine Records M 10 P+ ]

After clicking the appropriate checkbox(es) for the item(s) you want to export:
1. Click Activity.
2. Select Export.
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Export Home Page Grid screen

ﬁHnma @F Prefarences E] Reports | ) Requests 6’Admm DasHmard @Help =, print 15:01 » Logaut

Export Home Page Grid

Enter Field Delimiter [ ] @ @ @
Number Of Records to Export 6

((ExpontSelected )[4 fcceseoned
Actual Destruction Date ~
o Agency Name

Agency Box #

Agency Name ID

AIN

Archival

Archive Date

Beginning File | Ending File Range
Box Barcode

Box Quick Description

Box Size

Lacation Info: (Barcode

smmmtmﬁles+@

Business Unit Name
Confidentiality
Create Date <
Created By Barcode
Created By Description
Current Location
Days
Deleted
Destruction Batch #
Division 1D
Division Name
Drive Date
Due Date v
Eligible Destruction Date
Select All Clear

1. Enter Field Delimiter: This is what will separate the fields when the results are opened in
Notepad. The Pipe symbol is the default setting. Please keep that setting.

2. Available Box Fields: These are the fields that are on the tab where you are performing the
export. Any tab you double click in this column will be moved to the Box Fields to Export on
the right.

3. Box Fields to Export: These are the fields you selected from Available Box Fields. The order
the fields appear in this column, top to bottom, is the order these fields will appear in Notepad.
To change the order, click once on the Field Name and click the Up arrow or the Down arrow
on the right. Click Clear at the bottom to erase your selections and start over.

4. Location Info: Choosing Barcorde or Quick Description will determine how the information
appears for Current Location, Home Location, and/or Hub Location if any of those fields are
selected by you.

5. Saved Export Profiles: If you want to share the current field choices (which makeup an Export
Profile) or if you want to use a saved Export Profile, click the + sign. The fields will
autopopulate

6. Export Selected: After you complete the column for Box Fields to Export, the amount of
checkboxes you clicked on the Homepage Grid appears here. And will export if you click
Export Selected.

7. Export Query: After you complete the column for Box Fields to Export, the total number of
results from the search you did appears here. If you click Export Query, all of the items from
the search you did will export, not just those that you clicked a checkbox.
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View File
ﬁHcma @F Prefarences E Reports | ) Requests é’Admm Dashhcard @Help = print 19:55 » Logaut

Export Home Page Grid
Enter Field Delimiter ||
Number Of Records to Export
@ Accessioned Record Series Title
_—— Actual Destruction Date ~ Agency Box #
Agency Name Beginning File | Ending File Range
Agency Name ID
Selected Export File AlN
Created Archival
3 . Archive Date
Location o Archive Date
Saved Export Profiles + Box Quick Description
Box Size

Business Unit Name

After you click either Export Selected or Export Query, the View File will change from gray

(which was unclickable) to orange. If you are ready to view your export information, Click View
File.

Open the Export File

A Home | @ Preferences EREpnﬂs B requests 6’Admm [ oashboard @Help = print

Export Home Page Grid

Enter Field Delimiter ||
Number Of Records to Export wailable Box Fields
Accessioned Record Series Title

= Actual Destruction Date ~ Agency Box #
port ien/ | _ Agency Name Beginning File | Ending File Range
Agency Name ID

AIN
Location Info; Archival

Archive Date

Box Barcode

Box Quick Description
Box Size

Business Unit Name
Confidentiality

Create Date E}
Created By Barcode

Created By Description

Current Location E]
Days

Deleted

Destruction Batch #
Division 1D

Division Name

Drive Date

Due Date

Eligible Destruction Date
Event Based

Event Trigger

Do you want to open or save BoxQuery_Export_2016-03-14T20-09-28.txt (325 bytes) from testtexas.cloudapp.net?

0%

Depending upon your computer browser’s settings, one of three things will happen:

1. The export file will open on its own in Notepad or another text editor.

2. A pop-up like the one above will appear (1). Click Open.

3. Nothing will appear to happen. Contact your IT department (or other computer assistance
person at your agency) to adjust your computer’s pop-up setting or use another web browser.
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Text Editor (Notepad) File

| BoxQuery_Export 2016-

File Edit Format View Help
|Record series Tit1e|Agenc¥ Box #|Beginning File | Ending File Range -
7

Employee Earnings Records|77|Issue 2015-01.23 | Issue 2015-01.29
Employee Earnings Records|26|checkl001|check 2489
Employee Earnings Records|27|check 2490|check5229
Employee Earnings Records|55|alister|alsup
|Emp1oyee Earnings Records|56]|alsup|atchley

This is the window that appears after you click Open from the pop-up or that automatically opened
when you clicked View File.

TexLinx is still open. You might want to return to TexLinx at this point and Logout before
you get timed out.

Select and Copy
[ BoxQuery_Export 2016.03-16113-50 100% - Norer-d TN s s o]

File Edit Format View Help

e[Agency Box #[Beginning File | Ending File Range]
Earnings Records|77|Issue 2015-01.23 | Issue 2015-01.29
Earnings Records|26|check1001|check 2489
Earnings Records|27|check 2490|check5229

Earnings Records|55]alister|alsup]
Earnings Records|56]|alsup|atchle

Select all of the text by holding down CTRL and pressing A. (Or right click the mouse and choose
Select All from the menu.)

With the text highlighted, copy the text my holding down CTRL and pressing C. (Or right click the
mouse and choose Copy from the menu.)

Spreadsheet

Open Excel

Page Layout Formulas Data Review View

Open a blank Excel (or other spreadsheet program) screen. Click once on the first cell (identified in
this image as call Al since it is in column A, row 1).
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Paste Information

Cut

Copy

Paste _

Paste Special...

B>

Insert...

Malata

With the first cell on the spreadsheet selected, right click on your mouse and select Paste.

Bookl = Microsoft Exc

Home Insert Page Layout Formulas Data Review View Dreveloper Add-Ins Acrobat

e

j & Cut == ||@/~v| |§WrapText General
- 153 Copy —
Paste S| B Merge & Center - ||| $ ~ % 9 ||%8 &

- fFormat Fainter
[

F}

| " BeCcor eries litle en 0% eginmnin, e nain Ile hange
Al [€ Jf | Record Series Title| Agency Box #| Beginning File | Ending File Rang

A B C D E F G H I J K
Record Sefries Title | Agency Box #| Beginning File | Ending File Range
EmployegEarnings Records | 77| 1ssue 2015-01.23 | Issue 2015-01.29
Employee]Earnings Records| 26| check1001|check 2489
Employeg]Earnings Records| 27| check 2430| check5229
Employee]Earnings Records | 55| alister | alsup
EmployedlEarnings Records | 56| alsup | atchley

Bmwumuhwun—-k

The information from the Notepad will paste onto the spreadsheet.

Convert Text to Columns

Bookl - Microsoft Exce

Page Layout Formulas Data Review View Developer Add-Ins Acrobat

S T e R

53 Copy R ————
Paste ¢ rormat painter || B £ U ~|[Ei+|[O - A ||| £ = (| F| Bmergeacenter~ ||| § - % 2 ||%B 5
[ [ [
Al -2 e | Record Series Title | Agency Box #|Beginning File | Ending File Range
A C D E F G H 1 J K

Record Sefries e | Agency Box #|Beginning File | Ending File Range
Employeg|Earnings Records| 77| Issue 2015-01.23 | Issue 2015-01.29
Employeg|Earnings Records| 26| check1001 | check 2489
Employeg|Earnings Records| 27| check 2490 | check5229
Employeg|Earnings Records | 55| alister|alsup

EmployeglEarnings Records| 56| alsup | atchley

Blw | |~ |o|w b jw N ey

Click the A column header (1) and the entire row will be selected (2). This is needed to convert the
text to columns.
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Convert Text to Columns: Data tab

Bookl - Microsoft Exce

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat

o

== g Cut
# = §||$9/"| ||§inapText General
P‘ : 153 Copy -
aste . . el
- J Format Painter E|| ExdMerge & Center | % 2 || 5

=

|- A B C D E F G H I J K
1 [Record Sefiies Title | Agency Box #|Beginning File | Ending File Range
2 |[EmployegEarnings Records| 77| Issue 2015-01.23 | Issue 2015-01.29
3 |EmployegEarnings Records| 26| check1001|check 2489

4 |employeglEarnings Records| 27| check 2490| check5229

5 |employeglEarnings Records| 55| alister|alsup

6 |Employeg|Earnings Records| 56| alsup |atchley

L

i

9

10|

With the A column selected, click once on the Data tab at the top of the screen.

Bookl - Microsoft Exce

Home Insert Page Layout Formulas Review View Developer Add-Ins Acrobat

Al | ? &, Clear E_‘g

'_r;rReappIy
il Sort Filter Textto Remove
Columns Duplicate

L] Connections
D
1| R

51 Properties
Refresh
All~ == Edit Links

= £ (=0 =0 5
=L \;3 =EFT 1= =10
Fram From From From Other Existing
Access  Web Text  Sources~ | Connections

\'{5) Advanced

Al

A B C D E F G H 1
Record Sefries Title | Agency Box #|Beginning File | Ending File Range
Employeg|Earnings Records| 77| Issue 2015-01.23 | Issue 2015-01.29
Employeg]Earnings Records | 26 | check1001 | check 2489
Employeg]Earnings Records | 27| check 2490 | check5229
Employeg]Earnings Records| 55| alister|alsup

EmployeglEarnings Records| 56| alsup | atchley

[8le]e[~]o ]2 o[~ ]|~ N

When Data was clicked, a new set of menu options appears. Click once on Text to Columns.
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Convert Text to Columns Wizard: Step One

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type
e that best describes your data:
- Characters such as commas or tabs separate each field.

ed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

Record Series Title|Agency Box §|Beginning File | Ending File RB{ *
[z Employee Zarnings Records|77|Issue 2015-01.23 | Issue 2015-01.2{ |
mployee Earnings Records|Z&|checkl00l1|check 2489 i
!l mployee Earnings Records|Z7|check 2430|check5ZZ9

mployee Earnings Records|55|alister|alsup

[ Mext =

The first step is the easiest: Make sure Delimited is selected (1) and click Next (2).

Convert Text to Columns Wizard: Step Two

This screen lets you set the delimiters your data contains. You can see how your text is affected in
the preview below.

Delimiters

Iab&)

] semicolon [] Treat consecutive delimiters as one
Comma

Oc Text qualifier: |* IZ|

|:| Space

Btz preview %}

ecord Series Title|Rgency Box |Beginning File |
2 Earnings

Ending File Ranf =
Records|77|Issue 2015-01.23 | Issue 2015-01.29 [
Records| 26| checkl00l1|check 2489 i
Records|27|check 2430|check5223
Records|55|alister|alsup

1

Earnings
Earnings
Earnings

[ Cancel ][ < Back ][ Mext = ][ Einish ]

The area you need to adjust in this step is Delimiters. The only checkbox that should be selected

here is Other: (1). If anything else is selected (Tab, in this case (2)), deselect it. In the field next to
Other: (3), type the Pipe symbol. Use SHIFT \ to create |
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Convert Text to Columns Wizard: Step Two (continued)

. Convert Text to Columns Wizard - Step 2 of :

This screen lets you set the delimiters your data contains. You can see how your text is affected in
the preview below.

Delimiters

Semicolon Treat consecutive delimiters as one

Comma
- Text qualifier: |* IZ|
Space

V| other: ||

Data Ereview@&

ecord Series Title gency Box £ Peginning File Ending | =
Earnings Records [7 ssue Z015-01.Z3 Issue Z
Earnings Records heckld01 heck Z4
Earnings Records heck 2430 heck5ZZ
Earnings Records |55 lister lsup -

3

|| < Back |[ Mext =

When you click the checkbox for Other and enter the Pipe symbol in the Other: field, the Data
Preview section (1) converts the information to columns. You see all of the rows of information

you have. This is just a sample of your data. Once your screen looks similar to the above screen,
click Next (2).

Convert Text to Columns Wizard: Step Three

. Convert Text to Columns Wizard - Step 3 of :

This screen lets you select each column and set the Data Format.
Column data format
@) General

‘General' converts numeric values to numbers, date values to
Text dates, and all remaining values to text.

Date: MDY IZ| Advanced...

Do not impeort column (skip)

Destination: | SAS1

Data preview

Ceperzl Ceperzl

Beginning File Ending
[ssue 2015-01.23 Issue 2
Fheckl001 check 24
rheck 2430 frheck522
plister 2lsup

Cmmp

What you select in Column data format (3) affects the information for each column in Data
Preview (4). When you first arrive at this screen, the first column is already selected (the black box
with white text is an indication that area is selected).

The first thing to do is select all of the columns in the Data preview section. With the first column
selected, use the scroll bar (5) to move to the final column. When you arrive at the final column,
hold the SHIFT key and click once in the last column. All columns will be selected (6). Move the
scroll bar back to the left to make sure all columns are selected.

Data preview @

« mn b

Now, go back up to the Column data format section, click once on Text (7).
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Convert Text to Columns Wizard: Step Three (continued)

i Convert Text to Columns Wiza

This screen lets you select each column and set the Data Format.

Column data format

| General
'General converts numeric values to numbers, date values to

dates, and all remaining values to text.

o v [7]

(7) Do not import column (skip)

Destination: | SAS1

Data preview

You will see the information header for each column changes from General to Text (1). Once this is
done, click Finish (2). You will be returned to the Excel spreadsheet.

Return to the Spreadsheet
AT TR -

Home Insert Page Layout Formulas

j, 5 5 3 5 “+ |Lh] Cannection
o 5 8 B & LB

From From From From Other Existing Refresh

Access Webge Text  Sgarces ™ nections All- == Edit Links
J lv ( F | Record Series Title

| A B cC D E F
1 Record Se Agency BcBeginning Ending File Range

2 Emplmjee’?? Issue 2015 Issue 2015-01.29

3 [Employe 226 checkl1001check 2489

4 EmpluyEEPZ? check 2431 check5229

5 Employee%S alister alsup

6 Empluyee'sﬁ alsup atchley

7

Your information is now split into columns. The fields you chose in TexLinx are now the column
headers. Use the column guides at the top of each row (the vertical lines between the letters) to
move each column to see all of the data so you can see all of the data for each column.
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1 |Record Series Title Agency Box # Beginning File Ending File Range
2 |Employee Earnings Records 77 Issue 2015-01.23  Issue 2015-01.29
3 Employee Earnings Records 26 check100L check 2489
4 Employee Earnings Records a7 check 2490 check5229
5 Employee Earnings Records S5 alister alsup
6 Employee Earnings Records 56 alsup atchley
7

Once you are finished with your spreadsheet, be sure to save it to your computer or an external
storage device if you might need it for future reference.
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